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1. What EndNote can do for you 
 

EndNote is reference management software that can assist you with academic writing and research. 
You can use it to: 
 

 Store, manage and organise your references; 

 Import references from many online databases and the Library catalogue; 

 Insert citations in a word-processed document and create a bibliography or reference list in the 
reference style of your choice (e.g. APA 6th – the latest version of the APA style). 

 

Although EndNote makes referencing much quicker and easier, it does not free you from the need to 
know anything about the referencing style you are using. You will need to know the basics of the 
style in order to be able to enter data into EndNote accurately so that the reference list will be 
output correctly. 
 

A guide to the APA 6th style is available on the AUT Library website: 
http://aut.ac.nz.libguides.com/APA6th 
 

 

2. Training and help 
 

This guide is intended to teach you how to use the main features of EndNote X6. It does not show 
you everything about EndNote. There are several places you can go for help if you have difficulties: 
 

 EndNote’s help feature is comprehensive. Simply click on Help on the EndNote menu bar. 

 EndNote’s Getting Started Guide – this is installed on your computer when you install EndNote. It 
is a PDF file so you will need Acrobat Reader to read it. 

 The AUT Library’s EndNote web pages contain information, links and filters: 
http://aut.ac.nz.libguides.com/EndNote  

 Search the EndNote website: http://endnote.com/support/search-knowledgebase   
 EndNote Training’s YouTube channel: http://www.youtube.com/user/EndNoteTraining 
 

The AUT Library is able to offer limited assistance with EndNote X6: 
 

 Contact the Library Help Desks phone 09 921 9999, City Campus ext. 8576, North Shore 
Campus ext. 7292, Manukau Campus ext. 9347 

 See the Ask A Librarian page on the Library website for more ways to contact us. 
 

The AUT Library offers: 

 2 hour EndNote workshops for AUT postgraduate students and staff 

 1 hour introductory EndNote workshops for all AUT students 
 
For more information and bookings, go to http://aut.ac.nz.libguides.com/endnote and click 
Workshops. 
 

This guide is based on EndNote X6 running on a Windows system. EndNote X6 is also available for 
Mac. 

http://aut.ac.nz.libguides.com/APA6th
http://aut.ac.nz.libguides.com/EndNote
http://endnote.com/support/search-knowledgebase
http://www.youtube.com/user/EndNoteTraining
http://aut.ac.nz.libanswers.com/index.php
http://aut.ac.nz.libguides.com/endnote
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3. Get started with EndNote 
 

3.1    On campus 
AUT University has a license for EndNote so the software is available to all AUT staff and students on 
the AUT Network. For installation and upgrade queries on campus, phone the IT Service Desk on ext 
9888 or place an online enquiry: https://ithelp.aut.ac.nz . 
 

3.2    Install the software off campus 
AUT students and staff may install one copy of EndNote X6 on a personal computer: 

 AUT students can download it by logging in to AUTonline. Go to Student Links and click AUT 
DOWNLOAD ORG 

 AUT staff can download it from https://itdownloads.aut.ac.nz using their AUT username and 
password 

 Alternatively, if you take a blank CD to one of the Open Access labs on campus you can burn 
a copy of EndNote X6. 

Please note the Conditions of Use. Windows and Mac versions are available. 
 

Once you have downloaded the EndNote X6 file, double click on the EndNoteX6-installer.exe icon 
and follow the instructions on screen to install EndNote X6. If you have a previous version of EndNote 
on your computer, you should uninstall this before installing EndNote X6. You cannot successfully run 
two versions of the program on the same computer. Please note that the AUT IT Service Desk does 
not offer installation or on-going support for EndNote X6 on your personal computer. 
 

3.3    Start the program 
Open the EndNote program from the Start menu: 

Start >> All Programs >> EndNote >> EndNote Program 
 

Or, from an AUT computer, if the above route does not work, try this: 
Start >> All Programs >> AUT General Apps >> EndNote Program 

 

3.4    Terminology used in EndNote 
library 
 

a computer file of references 

record 
 

a single reference in an EndNote library 

field 
 

part of a record designated for a specific type of data,  
e.g. author or title 

EN abbreviation for EndNote 
 

3.5    About this guide 
 The examples shown in this guide are based on the APA 6th reference style. The APA 6th style file 

supplied by EndNote is inadequate in a number of respects. It has been modified at AUT to bring 
it into line with APA’s rules and renamed APA 6th - AUT X6. 

 

 There is often more than one way of doing things in EndNote. Usually only one way is given here 
but you will be able to explore shortcuts once you feel confident with the program. 

 

 It is assumed that you have basic computer knowledge and skills (how to use a mouse, work with 
several windows open, and how to navigate to file locations on your PC) and that you are also 
able to use Word. 

 

 When a command is shown like this References >> New Reference this means click once on 
“References” on the toolbar on the top of the screen so that the drop-down menu appears, then 
click “New Reference” from this menu. 

https://ithelp.aut.ac.nz/
https://autonline.aut.ac.nz/
https://itdownloads.aut.ac.nz/
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4. Create an EndNote library 
Start the EndNote program. 

 
The first time you use the EndNote X6 
program you may be asked if you wish 
to set up an EndNote Web account. For 
now, we will not set this up. Click 
Cancel. 
 
 
 
 
 
 
 

 
To begin, you need to set up your own EndNote library. Click here. 

 
 
 
 
 
[Or, if you already have an EndNote library, click 
here and Browse to the folder in which you 
have saved your EndNote library. 
Highlight the library >> Open] 
 
 
 
 
 
 
 
 

You will be prompted to choose a location in which to save your EndNote library and you may choose 
a filename to over-write the default filename which is My EndNote Library. 
 

Save your EndNote library 
where you would normally 
save your Word 
documents (not within the 
EndNote program folder). 
 
For instance, on an AUT 
computer, you should save 
your EndNote library in 
your home directory (H: 
drive). 
 
Type in a filename >> Save 
 
 
Note: an EndNote library 
has the file extension .enl 
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4.1    Your EndNote library 
 There is no limit to the number of references you may add to your EndNote library. It will 

eventually become like your own personal database of references to the sources you use in your 
research. It is recommended that the number of references not exceed 50,000 to maintain 
efficient performance managing the database. 

 

 AUT Library staff recommend that you store all your references in one EndNote library. Resist 
the temptation to create separate EndNote libraries for different projects as this can lead to 
confusion and is a frequent cause of stress to postgraduates nearing completion of a major piece 
of coursework or a thesis! It is better to have one library, even if it grows very large, and to use 
EndNote’s group function to organise the references (see Section 10.2 for more about this). 

 

 Your EndNote library is searchable and you can add keywords, etc to references to make 
searching more effective (see Section 10.4 for more about this). 

 

 Once you have started saving references in your EndNote library it becomes valuable to you. You 
need to be take care of it by keeping a backup copy (see Section 12 for more about this). 

 

4.2    Customise the settings for the AUT environment 
You are now almost ready to begin entering references into your EndNote library but there are some 
settings you can change that will make it easier to use your library. 
 
Click the maximise button to make the library fill the screen  
(as shown below). 

 
If APA 6th - AUT X6 appears on the drop-down list, click on it. 
Otherwise, click Select Another Style. 
 
 
 
 
 
 
 

The currently active reference style is shown in this box. If the 
style is not showing as APA 6th - AUT X6 click the down arrow to 
change it and follow the steps below. 

Display mode buttons: 
Ensure that the button on 
the left is the active one. 
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In the next window, scroll down to find APA 6th - AUT X6 
and highlight it. Click Choose. 
 
 
Note: if APA 6th - AUT X6 does not appear on this list 
you need to install it – see Appendix B for instructions 
 
 
 
Using the computer in your AUT office, your laptop or your 
computer at home, you can avoid having to re-set the 
reference style each time you use EndNote by making the 
following change in the Output Style Manager: 
 

 Click Edit>>Output Styles>>Open Style Manager. This will bring up a list of all the styles supplied 
with EndNote. 

 Click in the tick boxes to remove the tick from Annotated and add a tick to APA 6th - AUT X6. 
Click to highlight this style. 

 Close this window. 
 
Next time you open an EndNote library the current style should show as APA 6th - AUT X6. 
 
Note: while this change can also be done on PCs in open access labs and postgraduate study rooms, 
it will not save permanently and so you would need to do it for each session. 
 
Your EndNote library should now look like this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can change the layout of the panels by clicking Layout on the bottom right of the screen. For 
more information about the panels see Section 10.1. 
 

4.3    Import a journals term list 
If you are a health science student or researcher, it is possible you will be adding references from the 
PubMed version of the MEDLINE database to your EndNote library. PubMed uses abbreviated journal 
titles but the APA 6th reference style requires full journal titles. EndNote manages this situation by 
providing a Medical Journals Term List which matches the full journal title to the abbreviated title. It 
is advisable to import this list into your EndNote library before you begin adding references. 
Instructions for doing this are provided in Appendix C of this guide. 

The reference list panel - where you will see 
a list of the references you have entered 

The tabs panel 

The groups panel 
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5. Enter references into an EndNote library: introduction 
 
There are 4 ways to add references to an EndNote library: 
 
1. “Export” or “download” references from databases – see Section 6 
2. Import previously saved PDFs with DOIs – see Section 7 
3. Type references directly into your library (“manual entry”) – see Section 8 
4. Search a library catalogue from within EndNote and save search results – see the AUT Library 

online guide: http://aut.ac.nz.libguides.com/EndNote - click the Export from Databases tab and 
then select AUT Library Catalogue from the index. 

 
 

6. Export or download references from databases 
 

 Many databases to which the AUT Library subscribes enable you to transfer references from a 
search result into your EndNote library without re-typing the information. This is called exporting 
or downloading. It is also possible from Library Search, from the AUT Library Catalogue and from 
Google Scholar. 

 

 When the references are downloaded into your EndNote library, you are advised to check each 
one carefully for accuracy. Sometimes there will be errors or omissions in the information 
transferred from the database results list. It is good practice to check and, if necessary, edit your 
incoming references while you still have the database results list displayed on your computer. 

 

 The method of exporting references depends on the database, catalogue, etc that you have 
searched. Some are easier than others and a few are not compatible with EndNote at all. 

 

 In this section of the workshop we will look at how to export from Library Search, from one 
database (Scopus) and also from Google Scholar. 

 

 For detailed instructions covering all the databases that are compatible with EndNote, see the 
AUT Library online guide: http://aut.ac.nz.libguides.com/EndNote - click the Export from 
Databases tab. 

 

6.1    Export from Library Search 
This is AUT Library’s ‘discovery’ tool that searches across the Library catalogue, databases and 
Scholarly Commons in a single search. You can access it from the AUT Library homepage. 
 
Note: we recommend always having your EndNote library open before you begin exporting 
references from Library Search, Google Scholar or a database. 
 

 Carry out your search and refine the results using the options on the left of the screen. 
 

 For each item on the results list that you wish to export, click the save this item icon to save it to 
your temporary list. 

 
 

 The icon changes to show the item is saved:  
 

 

http://aut.ac.nz.libguides.com/EndNote
http://aut.ac.nz.libguides.com/EndNote
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 When you have selected all relevant items, 

click  at the bottom of the 
page. 

 

 On the Saved Items box, click EndNote: 
 

 
 
 
 
 

The next step varies slightly depending on your browser and your download settings. 

 

 Internet Explorer: On the File Download dialog box, click Open. 
Firefox: On the Opening summon ris dialog box, choose Open with EndNote.EXE and click OK. 
Google Chrome: A downloaded file (RIS format) appears at the bottom of the screen. Click to 
open this. 
 

 The references will be downloaded into your open EndNote library. 
 
When your new references are transferred to your EndNote library, they will initially be assigned to a 
temporary group called Imported References and they will be displayed in the reference list panel. 
You will not yet see them merged with any other references you may have previously entered in your 
library. 
 

 
 

At this point, it is advisable to check each reference carefully to see whether you need to do any 
editing of the references. Data does not always transfer from databases with 100% accuracy. Some 
databases are better than others in this regard. Do not assume each reference is perfect until you 
have checked by looking at the preview. 
 

6.2    View and edit references 
You should now see your newly added references on the EndNote reference list panel. Highlight and 
check the preview for each reference when you finish entering it. If you see any errors in a reference, 
it is easy to edit it, e.g. correct spelling mistakes or add missing data. 
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To make minor changes: 

 Highlight the reference you wish to change and click the Reference tab. 

 
 

 Click in any field and edit the data as necessary. 

 Save the changes to the reference by clicking Ctrl+S. 

 Return to the Preview tab and re-check the reference. 
 

Alternatively, for more extensive editing: 

 On the reference list panel, double-click the reference (or highlight then click Ctrl+E) to open the 
reference window. 

 
 
Watch out for: 

 Journal article titles in headline style capitalisation (or completely upper case) instead of 
sentence case, as shown in the example below. The quickest way to edit this is to open the 
reference window, then highlight the article title. Click on the Change Case (Aa) icon to change 
the article title to sentence case. 

 

 

 

 

 Make any required changes to the data you entered. 

 Save the changes to the reference by clicking Ctrl+S. 
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 Author names corrupted due to special characters. Return to the reference in Library Search; 
copy the correct name. Open and edit the EndNote reference; paste the name into the Author 
field. If the special characters do not appear, try using Edit >> Paste With Text Styles. 
 

 DOIs may not appear in the EndNote record even when shown in the Library Search record. Copy 
and paste the DOI from the Library Search preview box to the DOI field in EndNote. 

 

 URLs downloaded from Library Search or a database may not be stable or persistent, i.e. may fail 
to link back to the database record on future occasions. In addition, they may not be the correct 
URL required in an APA 6th reference. It is better to delete these from the EndNote record. 
Check the AUT Library’s APA 6th guide http://aut.ac.nz.libguides.com/APA6th to find out more 
about the URL required in references. If a journal article has a DOI, you must have this in the 
EndNote record and should not have anything in the URL field. 

 

 Journal article page numbers. Some journal articles list only the start page so you will need to 
add the final page number to the EndNote Pages field. If the final page number is not shown in 
Library Search, look at the full text article. 

 

 Books with incorrect information in the publisher location (City field): state abbreviation or 
country may be missing or incorrect. 

 

 Books and other items coming from the AUT Library catalogue via Library Search: the URL 
downloaded to EndNote is the link back to the catalogue. While this is a useful persistent link, it 
will result in an incorrect APA 6th reference unless you move it out of the URL field and into an 
unused field such as Notes. 

 

 Reference type: journal article references downloaded from databases will usually have the 
reference type Journal Article. This reference type will generate the correct APA 6th citation for 
an article that includes a DOI number, no matter whether the article is in electronic or print 
format. But if the journal article does not have a DOI, edit your EndNote reference as follows: 

 
 no DOI, print article – use Journal Article reference type 
 no DOI, e-journal article – use Electronic Article reference type and add journal 

homepage URL to the URL field 
 

Be aware that you until you have the actual article you may not know whether you are going to 
access it as an electronic article or a print journal article so you may need to edit references at a 
later stage. 

 
When you are satisfied that you have made all necessary and possible corrections and additions to 
the downloaded references, click All References to see the entire list of references in your EN library. 
 
The Imported References group will persist until you either close your EN library or download a new 
set of references. 
 
Note: before you display all the references in your EN library you may find it useful to assign these 
new references to a group. Instructions for creating a group and adding references to it are in 
Section 10.2 of this guide. 
 

  

http://aut.ac.nz.libguides.com/APA6th
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6.3    Delete a reference from your EndNote library 
 

 In the reference list panel, 
highlight the reference. 

 Then: right click on it >> Move 
References to Trash, or press the 
Delete key. 

 The deleted reference can be 
recovered from the Trash until 
you empty it. 

 
To delete several references: 

 Click to highlight one reference. 

 Hold down the Ctrl key and click each of the other references you wish to delete. 

 Press the Delete key, or Right click anywhere in the reference list panel to bring up the menu and 
choose Move References to Trash. 

 

6.4    Export from Scopus 
Note: we recommend always having your EndNote library open before you begin exporting 
references from Library Search, Google Scholar or a database. 
 
(i) Access the Scopus database from the AUT Library Databases list. Enter your search term(s) on 

the search screen of the Scopus database. Click Search. 
 
(ii) On the list of results, mark relevant references by clicking in the tick box at the left of each result. 

If you only need results from the first page, click  above the results list, then go to (vi). 
 
(iii) To select references from more than one page of results: 

 Click More…   

 Then select before moving to the next page.  

 
(iv) When you have selected and added references from all pages of the results list, click  

at the top left of the page to display all the selected references. 
 
(v) Tick the box to select All and click above the selected results list. 
 
(vi) The Export page opens. Make these selections:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(vii) Click the Export button. 

The next step varies slightly depending on your browser and your download settings. 
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(viii) Internet Explorer: On the File Download dialog box, click Open. 

Firefox: On the dialog box, choose Open with EndNote X6.0.1 and click OK. 
Google Chrome: A downloading file (RIS format) appears at the foot of the screen. You may 
need to click on this to open it, or it may automatically open the references in your EN 
library. 

 
(ix) The references will be downloaded into your open EndNote library. 
 
As with the Library Search search above, the new references will initially be assigned to a temporary 
group called Imported References and displayed in the reference list panel. Check each one carefully 
and make corrections as necessary. 
 

6.5    Export from Google Scholar 
Notes: 

 You may only export one reference at a time from Google Scholar and you should set the correct 
preferences first. 

 We recommend always having your EndNote library open before you begin exporting references 
from Library Search, Google Scholar or a database. 

 
Go to Google Scholar from the AUT Library Databases list: 
http://www.aut.ac.nz/library/search/databases. Click G to get to the list of databases beginning ‘G’ 
and then click Google Scholar. If you are off campus, you will then need to enter your AUT username 
and password. This route to Google Scholar ensures you will have access to any full text articles in 
journals to which the AUT Library subscribes. 
 
(i) From the Google Scholar homepage, click 
 
(ii) In the Bibliography Manager section at the bottom of the screen, make selections as follows: 

 Click the radio button next to Show links to import citations into. 

 Change the drop-down box to EndNote. 

 Click the  button. 
 
(iii) Carry out your search. On the results list, choose a relevant reference and click the Import into 

EndNote link. 
 

The next step varies slightly depending on your browser and your download settings. 

 
(iv)  Internet Explorer: On the File Download dialog box, click Open. 

Firefox: On the dialog box, choose Open with EndNote.EXE and click OK. 
Google Chrome: A downloaded file (RIS format) appears at the foot of the screen. Click to open 
this. 

 
(v) The references will be downloaded into your open EndNote library. 
 
(vi) Repeat steps (iii) to (v) for each reference you wish to download. 

 
As always with downloaded references, check each entry carefully and edit as necessary. References 
downloaded from Google Scholar will not include abstracts or DOIs. You may be able to use the 
article title link (or the versions link) in Google Scholar to access the article and from this you can 
copy the abstract and DOI into your EN reference. If you have located the full text of the article you 
can attach it to the reference – see Section 9.2. 
  

http://www.aut.ac.nz/library/search/databases
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7. Import a saved PDF 
 

7.1    An e-journal article with a DOI 
 
This is a very simple method of creating an EndNote record from a PDF. The PDF must: 

 have been previously saved on your computer 

 have a DOI (digital object identifier) 

 be a publisher-generated PDF (e.g. an e-journal article) 
 
We will try out this method by using a PDF from the Examples for Training page on the Library 
EndNote website. First save the Muir.pdf file to your desktop. To import the PDF into your EndNote 
library and create a bibliographic reference for it: 
 

 Open your EndNote library and click File 
>> Import >> File 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Choose and navigate to find the PDF 
you saved. 

 Click to highlight the filename. 

 Click Open. 

 Select the settings as shown and click 
Import. 

 
 
 
 
 
The Muir reference is now listed in your EndNote library. The bibliographic data (author, title, etc) 
has been transferred and the PDF is attached: 

 
 
 

 

 

The paperclip symbol indicates a file is 
attached. 

Click to highlight the record and you will see a preview of the 
reference in APA 6th style. Use this to check for any errors or 
missing data. 
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Notes: 
(i) Variation on this method – import a folder of PDFs to create separate records for each 

document. 
(ii) It is vital to check the record as some data may be missing and will need to be typed in. 
(iii) For a PDF that does not include a DOI, this method will only work partially. The PDF will be 

attached and its filename will be entered as the title. No other data will be transferred. 
(iv) You can also drag and drop a PDF into the tab panel to create a record in your library. 

 

7.2    A report from a government website 
It is possible to create an EndNote reference from a PDF which doesn’t have a DOI – for example a 
report from a government website. However as noted above, this method will only work partially, so 
you will need to enter most of the data manually. 
 
Follow the steps listed above in Section 7.1. When you Choose the PDF file and click Import, EndNote 
will create a reference with the PDF file attached, using the filename as the title: 
 

 
 
On the reference list panel, double-click the reference (or highlight then click Ctrl+E) to open the 
reference window. For this resource, the following fields will need to be completed: 

 

7.3    PDF viewer 
Once a reference has an attached PDF you can work with the PDF within your EndNote library. 
 
When you select the reference and click on the PDF file icon in the tabs panel you will see page 
images of the PDF: 

 

Reference Type changed 
to Electronic Book. 

Author, Year, Title and URL. 
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You can use the icons in this panel to do several things with the attached PDF:  
 
 
 
 
 
 
 
 
 
 
Clicking Open PDF will open the PDF in the EndNote library’s reference window allowing more space 
for reading the document. 
 
There are additional options from the Open PDF view, including Find (to search for a word in the 
document), Sticky Note and Highlight Text. 

 
 

Clicking Close PDF will close the PDF back down into the Attached PDFs panel. 
 

7.4    Email a reference with PDF attachment 
This is an easy way to share an interesting article with another researcher, as it emails both the 
correctly-formatted reference from your EndNote library and the PDF attachment. 

 
 

 
Click the Email PDF icon. 
 
An email message containing the correctly-formatted 
reference and with the PDF file attached will open. You 
can add extra text to the message and the recipient’s 
address. 
 
 
 

Select the reference you want to email and 
click on the PDF file icon in the tabs panel. 

Zoom in or out 

Save, print, email 

Open PDF in the 
reference window 

Move through the pages 
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8. Enter references manually 
 

8.1    Enter a chapter from an edited book 
 
We will add the details of a chapter from the below book to our EndNote library. 
 

 
 
 
The chapter we will be adding is: 
 
 

Click the New Reference button:  or click References >> New Reference (shortcut Ctrl+N). 
 
The New Reference window opens: 
 

 

 

The default reference type is Journal 
Article. You can click on the drop-
down box to view the other 
reference types (47 in total). 

Chapter authors: David Uzzell and Julie Barnett 
Chapter title: Ethnographic and Action Research 
Pages: 300-320 
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 For our example, we need to choose the Reference type Book Section as we are citing a chapter 
from an edited book. 

 Enter the information that will be needed to create a correct and complete reference list entry: 
author (of chapter), year, title (of chapter), editor, book title, place published, publisher, edition, 
and the page numbers in the chapter. 

 Move between fields with the Tab key or by clicking in the field you wish to move to. 

 Fill in the first 7 fields. Scroll down to find the edition field and type in the edition number (e.g. 
3rd or 4th) and the page range of the chapter. 

 
When you have finished entering the data the New Reference window should look like this: 
 

 
 
When you have completed the data entry, click Ctrl+S to save the reference. 
 
To close the New Reference window, click the X button in the top right hand corner of this window. A 
safe way of doing this (without accidentally closing your EndNote library and/or the program) is to 
use the shortcut Ctrl+W. 
 

Author names 
Type each author on a new line. Press <Enter> for a new line. Author 
names can be entered several ways: 

Uzzell, David 
Uzzell, D. 
Uzzell, D 
David Uzzell 

(There must be either a space or a full-stop after an initial if it is 
followed by another name or initial). 
If your author is a ‘corporate’ author, such as the Ministry of 
Education, enter the author name as follows: 
Ministry of Education, (remember to add the comma) 

Page Numbers 
Enter page numbers but do not enter p. or pp. in front of the 
numbers. 

Capitalisation 
Both chapter title and book title should be ‘sentence style’- only the 
first word of the title, the first word after a colon or proper nouns 
should have a capital letter. 

Place Published 
Enter the city and country of publication. 
For U.S. publications, enter the city and the state abbreviation, but 
not the country. e.g. Boston, MA 
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8.2    Tips for entering references manually 
 

 Reference Type: always check you are using the correct reference type. 
 

 Corporate author names: when entering a corporate author name (i.e. an organisation), you 
must add a comma directly after it, for example: 
 
Ministry of Education, 
 
If you do not do this, EndNote will interpret the author as an individual with last name Education 
and will cite it as Education, M. o. 

 

 Spelling and capitalisation must be entered correctly. If you are unsure of the rules regarding 
capitalisation it pays to check an APA 6th guide (or a guide to the reference style you are using). 

 
 Other reference fields. In the above example we have entered only the information required to 

create a correct citation. Scroll down and look at the other fields available in this reference type. 
When you have learnt the basics of using EndNote you will probably wish to start adding 
information to some of the other fields, e.g. you could also add data to the abstract, keywords, 
notes or research notes fields. 

 

 Reference List entry. To check that your newly entered reference will be formatted correctly in 
your reference list, close the New Reference window and click the Preview tab on the Tab panel. 

 

 
 
 

9. Attach documents to references in your EndNote library 
 
When references are entered manually or exported from databases, the information entered in your 
EN library is the bibliographic data (author, title, source, etc) and the actual article is not 
automatically attached. Of the entry methods used so far in this workshop, only “Import a PDF” 
attaches the document. There are a number of ways in which documents can be attached after you 
have entered the reference data. 

 

9.1    Find full text 
 
We can use the Find Full Text command to try and find the PDF(s) for one or more references we 
now have in the EN library. 
 

This process is unpredictable and will not find every full text article available to us. In addition, it 
works better on campus than off campus. To improve the performance, see Appendix D. 

 

 In the reference list panel highlight about 6-8 article references. Remember to hold down the Ctrl 
key as you highlight your second and subsequent choice(s). 

 

 This technique works best for journal articles with DOI numbers so be careful not to select the 
book and book section references and also try to avoid any articles you know do not have a DOI. 
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 Click References >> Find Full Text >> Full Text or click the icon: 
 

 
 Read the copyright warning and click OK. 
 
Depending on how many references you have selected, the search for 
full text may take several minutes. The results will be displayed in the 
groups panel like this:  
 
In this case, out of the 4 references selected above, full text articles have been found and attached 
for 3. Additional URLs may also have been added to these references. 
 
Looking at the reference list panel, we 
can now see paper clip symbols for the 
3 new attached articles: 
 
 
 
 
 
 
 

 
 
To view a full text attachment: 

 Highlight the reference 

 Right click >> File Attachments >> Open File 
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Some words of caution about saving full text attachments in your EN library 

 Although the paper clip symbol seems to indicate that the article is saved in your EN library, it is 
in fact saved into a related DATA folder. This folder is automatically generated when you create 
your EN library and it will have the same name as your library filename but with the extension 
.DATA. 

 For an EN library called Workshop.enl, the folder will be Workshop.DATA. If you move your EN 
library to a different computer, or if you want to share your library with someone, always 
remember to copy the .DATA folder along with the library. See Section 12 for more on this. 

 If your EN library is on the AUT Network, you may find that adding a large number of full text 
attachments will require more memory than you have been allocated.  

 
The Find Full Text method is simple when it works but it will frequently fail. Fortunately there are 
other ways of finding and attaching the PDFs to EndNote records. 
 

9.2    Attach file 
 From the results of a database search, download the PDFs of relevant articles and save them on 

your desktop. 

 Export the references from the database to your EndNote library. 

 To attach the corresponding PDF to each reference in EndNote, highlight the reference and click 
References >> File Attachments >> Attach File. 

 

 
 

 Navigate to the desktop and highlight the PDF. 

 Click Open and the PDF will be attached. You will now see page images of the PDF in the 
Attached PDFs tab, which will now display the PDF file name (in this case Huwe.pdf). 

 When you move away from the highlighted reference you will be prompted to save. Click Yes. 
The paperclip symbol will now display next to the reference to indicate there is an attached PDF. 

 
 

 Alternatively, drag the PDF from the desktop and drop it on the reference in the EndNote 
Reference list panel, or click on the paperclip icon in the tabs panel. 
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9.3    Open URL link 

In order for this option to work, you must edit the EndNote preferences to add the OpenURL link as 
shown in Appendix D. 

 

 Export the references from the database to your EndNote library. 
 

 To try and find the full text for each reference in EndNote, highlight the reference and click 
References >> URL >> OpenURL Link. 

 

 The AUT articlelinker window will open. If it 
shows that the full text of the article is available, 
follow an ‘article’ link to locate the full text and 
save it to the desktop. 

 

 Attach it to the reference by clicking References 
>> File Attachments >> Attach File as in Section 
9.2. 

 
 
 
 

10. Work with your EndNote library and references 
 

10.1  The layout of an EndNote library 
When you open your EndNote library you will see a window with 3 panels: The Reference List panel, 
the Tabs panel and the Groups panel. 
 
 
 
 
 

Reference List panel: 
For each reference you 
have entered in the 
library, the display 
shows: 
 

 paperclip symbol for attachment(s) 

 author’s family name, first name/initial (all authors are shown) 

 year of publication 

 title of the reference 

 the reference rating (if you add one) 

 title of the journal (or other secondary title for appropriate reference types) 

 reference type 

 URL (if one has been entered) 

 last date modified 
 
These are the default display fields and can be changed if you wish (Edit >> Preferences >> Display 
Fields – see EndNote Help). By default, the references are sorted by the first author but this can also 
be changed (see Section 10.3). 
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You can move between references in the Reference List panel by using the arrow keys on your 
keyboard or the scroll bar on the screen. You can also access a reference by keying the first few 
letters of the author’s last name (assuming the library is sorted by author). EndNote will jump 
directly to the author’s first work in the list of references. 
 

Tabs panel 
 

 
 
There three tabs in the Tabs panel: 
 

 Reference: (above) displays the data entered for a selected reference. Click on any of the data 
fields to add or edit information. 

Click on  to hide any fields that have no data entered in them. This 
simplifies your view of your reference data. 
 

 Preview: displays a preview of the Reference List entry of the reference in the selected 
referencing style. 
 

 
 

 Attached PDF: this tab allows you to view the full text of any PDF that you might have attached 
to your reference. You can also highlight text and annotate your PDFs with sticky notes. (see 
Section 7.3). 
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Groups panel 
 
Groups are subsets of references saved for easy retrieval. 
 
The Groups panel displays Group Sets that include various types of groups: 
 

 Automatic groups (permanent or temporary) e.g. ‘All References’, 
‘Trash’ 

 Custom Groups (‘My Groups’) 

 Find Full Text groups (shows results of latest search for full text – see  
 Section 9.1) 

 Smart Groups 

 Online Search groups 
 
See Section 10.2 for more information on creating and using groups. 
 
 
 
 

10.2  Use groups 
The Groups feature of EndNote enables you to organise your references. In essence, groups are very 
similar to regular computer folders. A group simply points to a subset of references that already exist 
in the library. A single reference can belong to more than one group or to no groups at all. 
 
Some groups are automatically generated by EndNote (e.g. All References, Imported References, 
Search Results). Any groups that you create yourself are known as custom groups and will be listed in 
the Groups panel  under the heading My Groups. Each EndNote library can have up to 500 custom 
groups. 
 
To create a group: 
 On the EndNote toolbar click Groups >> Create Group. 
 Type in a name for the group and click <Enter>. 

 
 
 
 
 
To add references to a group: 

 Drag-and-drop selected references from ‘All References’ to the group name in the Groups panel. 
 Alternatively: select the references that you wish to add to a group. Right-click on the highlighted 

references and choose Add References To or click Groups >> Add References To. 
 Select the group name or Create a Custom Group. 
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To delete a group: 
 In the Groups panel, right-click the group name and choose Delete Group, or highlight the group 

name and click Groups>> Delete Group. 
 
 
Note: Deleting a group does not remove those references from the 
EndNote library. 
However, if you delete a reference from your EndNote library 
(which you can only do from All References), it will be removed 
from all groups and permanently deleted from your library. 
 
 
 
 

 
To remove a reference from a group: 
 From the group display, highlight the reference(s) to be deleted. 
 Click Groups >> Remove References From Group or click Ctrl+D. 

 
 
 
Note: removing a reference from 
a group does not delete the 
reference from the library. It will 
still appear in the All References 
group. 
 

 

10.3  Sort a library 
When an EndNote library is first opened it is automatically sorted alphabetically by author. You can 
quickly sort a library by clicking on the column heading at the top of the reference list panel. For 
example clicking on ‘Ref Type’ will sort your references alphabetically by the type of reference that 
they are. You can click on the heading to sort again in reverse order. 
 

10.4  Search your EndNote library 
You can search an EndNote library to find all references that contain a particular word (or several 
words). The search can be for a word appearing in any field or in a specified field (e.g. title). To start a 
search: 
 

 Click ‘Show Search Panel’, located to the right of the ‘Quick Search’ box. 

 
o or click Tools >> Search Library 
o or use the shortcut Ctrl+F 

 Type the desired text into the first search line and click the Search button (as with the below 
example, which searches for the word ‘university’). 

 You can also do a more complex search by entering terms in more than one search box and 
specifying the fields to search. 
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The 2 matching references will be displayed in the reference list panel. Each of these references 
contains the word university in at least one field. They have been automatically assigned to the 
temporary group named Search Results. 

 You can add the search results to an existing custom group or create a new group. 
 

 When you have finished working with the found references, click All References in the Groups 
panel or the shortcut Ctrl+M to restore all references to view. 

 

 For simpler searching: use the Quick Search box above the reference list panel. 
 

Tip: Use the Search function to retrieve references from different groups in your EndNote library for 
specific purposes. For example, you may choose to “tag” any reference(s) which you are unable to 
obtain immediately from the AUT Library’s print or electronic collections by adding text such as 
Request via interlibrary loan to the Notes field. Then you can search your EndNote library to identify 
all of those items (search for the keyword interlibrary in the Notes field) and place an interlibrary 
loan request for each of them. References with the same “tag” do not necessarily have to be in the 
same group, and vice versa. For more information on these techniques, see the AUT University 
Library guide EndNote Value Added which can be downloaded from our EndNote website: 
http://aut.ac.nz.libguides.com/EndNote . 

 

10.5  Mark as Read/Unread 
EndNote allows you to mark your references as being either ‘Unread’ or ‘Read’. Unread references 
are displayed in your library in bold text. When you import a new reference, or create one manually, 
it will be displayed as unread reference. 
 
To switch an unread reference to read (or vice versa), click the 
indicator button in the first column of the Reference List panel. 
 

10.6  Rating stars 
You can apply ratings to each of your references, in a manner that is similar to the way you would 
rate media in a media player such as itunes. 
 

 Select the reference you wish to rate. In the rating column of the reference list panel, select the 
number of stars you would like to give your reference, by clicking directly on them. 

 

 In the tabs panel click the Reference tab. The rating field is 
at the top of the list of fields in this tab. Click directly on 
this field to rate your reference. 

 
Tip: You can sort and/or search your library according to your 
ratings. 

 

http://aut.ac.nz.libguides.com/EndNote


 

Using EndNote X6 (Windows, APA 6th)          Page 25 
January 2014 

11. Use EndNote with Word 
 
You can use EndNote to insert citations into a word-processed document and then automatically 
format those citations into your chosen reference style and produce a reference list (bibliography). 
The EndNote Cite While You Write (CWYW) feature allows you to access EndNote directly from the 
EndNote “Add-In” on the Microsoft Word 2007 or 2010 ribbon. 
 
When you install EndNote on your computer, the relevant Add-In will be added to Word. It will 
display as an EndNote X6 tab. Click this tab and you should see the EndNote X6 functions. Roll your 
mouse over each function to see an explanation of what it does. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.1  Insert citations in the text – method 1 
Open Word 2010 and create a short document. Click the EndNote X6 tab to display the EndNote 
functions. Open the EndNote program and open your previous library: click File >> Open then 
navigate to where you saved it. Double click on it to open. 
 
Now return to your Word document. Easy ways to do this: 

 click the Return to Word Processor icon on the toolbar in EndNote or press Alt+1 
 
In your Word document, go to the end of the first paragraph and insert a space before the full stop. 
We will insert an in text citation at this point. 
 
 
On the EndNote 
toolbar click the 
Insert Citation icon. 
Click Find Citation. 
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The EndNote Find & Insert My References dialog box will open. 
 
You may search for the required reference using any word or words that you remember from it, e.g. 
author name, title words. 
 
 
In this case we will type 
muir in the text box and 
then click the Find 
button. 
 
If the displayed 
reference is the one 
you require, click Insert. 
 
 
 
 
 
 
 
 
 
 
 
 
 
EndNote returns you to Word and inserts the Muir citation at the point where you left the cursor, at 
the end of the first paragraph. 
 
The citation is immediately formatted into the current style, APA 6th - AUT X6 (selected in EndNote), 
and a reference list is created at the end of the document. 
 

 
 
Note the DOI included in the reference. 
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11.2  Insert citations in the text – method 2 
There are several different methods for inserting citations from an EndNote library into a Word 
document. Once you have tried different ways, you will be able to adopt the one you prefer. 
 
You may also insert more than one citation at the same point in the document. In your Word 
document, position the cursor at the end of the second paragraph (add an extra space before the 
full-stop) as this is where we are going to insert the citations. 
 
Click the Go to EndNote icon on the EndNote toolbar in Word:  
 
At first you may not see the complete library, but only the reference just inserted in the Word 
document. 
 
 
 
 
 
 
Choose two references: 

 Click on the first reference to highlight it, then hold down the Ctrl key and click the second 
reference. Both references should be highlighted. 

 

 Click the Insert 
Citation icon. 

 
 
 
 
 
 
 
 
 
 
 
 
EndNote returns you to Word and 
inserts both citations into the 
document. The two new references are 
also inserted in the correct place in the 
reference list according to the APA 6th - 
AUT X6 style. Your document should 
now look like this: 
 
 
 
The reference list now includes all 3 
references sorted alphabetically by the 
first author’s last name. 
 
 
 
 
 

Click the All 
References group 
to return to the 
complete library. 
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11.3  Change the way the reference list looks (format the bibliography; layout) 
You may wish to alter the layout of the reference list (bibliography) you have created so far. For 
example, you can add a heading and alter the line spacing. Do not be tempted to try editing the 
bibliography layout by normal Word editing because any changes you make will be over-written by 
EndNote’s Cite While You Write function. 
 
Instead, in Word, you should click the bottom corner arrow on the Bibliography group to 
display the Format Bibliography dialog box: 

 
Note that our current document is 
selected automatically 
(Example1.doc). 
 
 
Check that the output style is 
correctly set (in this case it is but, if 
it is not, use the drop-down box to 
change it). Otherwise your 
reference list will not be in APA 6th 
- AUT X6 style. 
 
 
 
Click the Layout tab to make some 
changes. 
 
 
 

 
You can change various features of the layout, e.g. the 
font size. 
 
 
 
 
You can add a title to the reference list (bibliography) and 
alter the line spacing. 
 
 
Click OK to action these changes. 
 
 
 
The reference list now looks like this: 

 
 
 
 
 
 
 
 
 

 

  

;;;
;;;
;;l 

 

 

;;;
;;;
;;l 
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11.4  Edit citations 
It is possible to edit citations once they are inserted into your document (i.e. the “in-text citations”). 
There are several reasons why you may wish to edit a citation, including: 
 

 To add a page number or numbers to a citation that refers to a direct quotation from another 
author’s work. 

 To remove the author’s name from within the brackets of the in-text citation because the name 
is used in the text as part of the narrative, for example: 

Walker (2000) compared reaction times…. 

 To remove the publication year from within the brackets of the in-text citation because the year 
is used in the text as part of the narrative, for example: 

In 2004 another researcher disputed these results (Jamieson). 
 
Each of these situations must be dealt with by using the Edit & Manage Citation(s) command in the 
Word document. Do not be tempted to manually change the in-text citations in any way because 
your changes will be over-written by Cite While You Write next time you insert a new in-text citation 
when all the citations and bibliography will be re-formatted. 
 
In this document, [let’s pretend that] some text is a direct quotation from the Muir article so we 
must add a page number (66) to it. 
 

 Click inside the in-text citation to 
select it. It should turn grey. 

 

 Click Edit & Manage Citation(s). 
 
 
 
 
 
 
 
The Edit & Manage Citations box opens: 
 
 
 
 
 
 
 
 
Type the page number in the Pages: 
box. Do not type p. before the 
number. 
(If appropriate, you may also type a 
range of pages, like this: 66-67) 
 
Click OK. 
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In the Word document, this in-text citation will now look like this: 
(Muir, 2010, p. 66) 
 

Note: this editing process does not alter the way the reference displays in the reference list or 
anywhere else in the document where the same citation has been inserted in the text. 
Note that this dialog box also gives you the options for excluding an author or year from a citation. 
 
The Edit & Manage Citations dialog box can also be used to exclude the author or the year from a 
selected in text citation. Use the Formatting drop-down list to select the required option: 
 

 
 

11.5  Delete an in-text citation 
Sometimes you need to delete a citation in your Word document because it is the wrong one or is in 
the wrong place. You could simply select and delete this with normal Word editing, however this can 
be risky because EndNote has added hidden formatting characters to the in-text citation and you 
may not delete all of these cleanly. The preferred method of deleting an in-text citation is as follows: 
 

 Click inside the in-text citation to select it. 
It should turn grey (indicating that 
EndNote formatting characters are present). 

 

 Click the button. 
 
 

 Highlight the appropriate citation, click the Edit Reference button and choose Remove Citation. 
 

 
 Click OK. 
 
If this is the only time the citation occurs in the document, it will also be removed from the reference 
list at the end of the document. 
 
 

 

 



 

Using EndNote X6 (Windows, APA 6th)          Page 31 
January 2014 

11.6  Formatted and unformatted citations 
Citations inserted in the text of a Word document can be in two possible states: 
 
Formatted citation: the correct final form according to the bibliographic output style being used, e.g. 
in APA 6th - AUT X6 style: 

(Huwe, 2011) 
 

Unformatted citation or temporary citation: the citation is enclosed in ‘curly’ brackets and includes 
a record number, e.g. 

{Huwe, 2011 #4} 
It is not added to the reference list at the end of the 
document.  
 
#4 signifies that this is record number 4 entered in the 
EndNote library. Each record has a unique number and if a 
record is deleted from the EN library, the number is never 
re-used. 
 
 
 
 

11.7  Instant formatting – working with it ‘on’ or ‘off’ 
Up to this point we have been working with EndNote’s Instant Formatting turned on. This means 
that each citation inserted is immediately formatted correctly in the text and added to the reference 
list which is also formatted in the current style at the end of your document. This is generally an 
appropriate way to work with EndNote and Word. 
 
However, it is also possible to turn off instant formatting. In this mode, citations are inserted in the 
text as temporary citations (i.e. unformatted) and the reference list is not created automatically. 
 
Why you may choose to work this way: 

 If you find it confusing or dislike having the reference list built up on an ongoing basis but would 
prefer to create the list when you have finished writing (see below for instructions on how to 
generate the reference list). 

 If you are working on a slower computer which may “freeze” or “hang” as EndNote tries to 
format a lengthy document each time a new citation is inserted. 

 It can also be useful if you are moving between different versions of Word or EndNote. 
 
To turn off instant formatting, in Word, click the bottom corner arrow on the Bibliography group 
to display the Format Bibliography dialog box and then click the Instant Formatting tab. 

 
Click Turn Off >> OK 
 
(Note: You may return to this box and turn instant 
formatting back on by clicking Turn On >> OK.) 
 
When instant formatting is turned off, any new citations 
you insert in the text will be in the temporary citation 
format which looks like this: 
{Huwe, 2011 #4} 
 
Any existing citations in the text will remain formatted 
unless you choose to unformat them. 
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To unformat all the citations in your document: 
On the toolbar, click 
Convert Citations and 
Bibliography 
and then Convert to 
Unformatted Citations 
from the next menu. 
 
 
 
 
 

To generate the reference list: 
When you are ready to format all the citations in your document and create the reference list, click 
Update Citations and Bibliography. 
 
Note: You can only use the Edit & Manage Citations function on a citation that has been formatted, 
either by working with Instant Formatting turned on or by using the Update Citations and 
Bibliography command. 
 

Tip: 
If you re-open a Word document with EndNote citations and find that the document is suddenly full 
of ‘curly’ brackets and your reference list has disappeared, do not panic! This simply means your in-
text citations have reverted to the unformatted state. This can be a result of a spurious computer 
signal or some other such gremlin. It is easily put right. In Word, on the EndNote X6 tab, click Update 
Citations and Bibliography and wait while the formatting process completes. 

 

11.8  Create a standalone list of references 
Sometimes you need to create a correctly formatted list of some or all of the references in your 
EndNote library without having this list linked to a particular Word document as a bibliography 
(reference list) at the end. 
 

 Open your EndNote library and ensure the style you wish to use is showing on the toolbar. If it is 
not, use the drop-down arrow and Select Another Style. 

 Find the references you want to include in the list, either by using the Search References 
function or by scrolling through the library. Highlight them using the Ctrl key. If you wish to 
include the whole library, use Edit >> Select All to highlight all references. 

 Click Edit >> Copy Formatted (shortcut Ctrl+K). 

 Open a Word document. Click Edit >> Paste (shortcut Ctrl+V)to produce the list of selected 
references. You may safely edit this document using normal Word editing, unlike a bibliography 
formatted from in text citations. 

 

11.9  Convert a document to plain text (remove field codes) 
As we have seen, EndNote embeds hidden formatting characters (or ‘field codes’) into your 
document in order to create the in-text citations and the reference list. This formatting prevents you 
from using the usual Word editing operations in these parts of your document. However, sometimes 
you do need to be able to edit reference list entries if EndNote has not been able to create a 
reference exactly as you want it to be – for instance for particularly complex types of information 
resources. Remember: EndNote is not perfect and some reference types will be impossible. 
 
To deal with this type of scenario, you will need to create a version of your document that has no 
field codes and yet contains all the in-text citations and the reference list. You will retain the Word 
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document that has the field codes, and thus has links to your EndNote data but in addition you will 
have a document that has no links to EndNote at all. This will be a plain text document. 
 
 
 
On the EndNote tab 
in your Word 
document, click 
Convert Citations 
and Bibliography 
>> Convert to Plain 
Text 
 
 
 
 
 
Click OK on this warning: 
 
 
 
 
 
 
 
A copy of the document, without field codes, appears in a new document window. Save this 
document with a new filename. 
 
Note: The new document copy does not contain Cite While You Write field codes, so you cannot 
reformat with Cite While You Write, i.e. you cannot incorporate any further changes you may make 
to the reference data in the EndNote library into this document. To reformat, start with the original 
document, which retains field codes. 
 
Typically you will create the plain text version when you have completed writing your document and 
have inserted all the appropriate in-text citations from your EndNote library. It is likely to be the last 
step in your document production before printing your document or emailing to a colleague or 
supervisor. You can, of course, practice creating a plain text version of your work but should discard 
the practice runs to avoid confusion in the final stages of document production. 
 
When might you need to create a plain text version? 

 To carry out editing of reference list entries and/or in-text citations to correct ‘defects’ in 
EndNote’s output style. You should always try to work with EndNote’s capability to its full 
potential to avoid needing to amend a significant number of references in a plain text document. 

 To share your document with a colleague or supervisor who is using a different word processor 
or an incompatible version of Word. 

 To submit an article to a publisher. Most publishers prefer not to receive a document containing 
EndNote field codes. 

 
Note: If your colleague is using the same version of Word that you are, you can share your formatted 
document (with EndNote’s field codes) because the document includes a ‘traveling library’ which 
includes all required information for the formatted citations and bibliography. 
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12. Backup your EndNote library 
 
Your EndNote library will soon become an important and valuable information resource that you 
cannot afford to lose so it is important that, right from the start, you adopt a backup routine in case 
of any mishaps such as files being accidentally deleted or corrupted.  
 

12.1  Important points about creating a backup 
 There are two components: your EndNote library and its associated DATA folder (contains any 

saved PDFs, information about your groups and various other important files) 

 To backup, save both components to a new location, e.g. external drive, USB stick 

 The best way to do this is to create a compressed library, a zipped file containing both 
components 

 You can also create a backup on EndNote Web (see Section 13) 
 

12.2  Make a compressed library 
 Open your EndNote library. 

 Click File >> Compressed Library (.enlx). 

 Choose appropriate options for your compressed library and click 
Next. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Choose a location to save the 
compressed library and give it a 
filename. Note: by default the 
compressed library has the same 
filename as your EndNote library 
but has the extension .enlx. You 
can choose a different filename or 
modify it by adding a date or 
version number. 

 

 If you need to use your backup, you 
can uncompress or unzip the 
compressed library: double click on 
it to produce the library and the 
DATA folder. 

 

 Note: A compressed EndNote library is also a good way to safely transfer both your library and its 
DATA folder to another computer. It may also be sent as an email attachment. 
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13. Sync your EndNote library with EndNote Web 
Note: in this section we use the following terminology: 

 ‘EndNote’ refers to the full EndNote X6 program installed on your computer 
 

 ‘ENWeb’ refers to EndNote Web, the online version of the EndNote software. It has 
somewhat reduced functionality compared with EndNote and we do not recommend its use 
as the primary version for researchers.  It is free but requires registration. 

 
An EndNote library can be ‘synched’ (synchronised) with an ENWeb library, as a backup and/or to 
allow you to use your EndNote library on a second computer. 
 

13.1  Register for an account on EndNote Web 
 Access the Web of Knowledge database from the AUT Library 

database page. Off campus you will need to enter your AUT username 
and password.  
Note: it is preferable to sign up this way rather than from EndNote as 
you will then be recognised as an AUT user and will see our 
customisations. 

 On the right of the screen click Register. 

 Enter your email address. You can use any email address. 

 Choose a password and complete the other information on the 
registration form. 

 
 

13.2  Sync for the first time 
 Open your EndNote library. 
 

Before syncing, it is recommended that you create a compressed library as a backup in case there are 
problems with the synching process. Follow the instructions in Section 12.2. 

 

 Go to Edit >> Preferences >> Sync. 
Until completely familiar and comfortable with the synching process, we suggest you remove 
ticks from all of the “Sync Automatically” options. Click the Enable Sync button. 

 

 

 

http://ezproxy.aut.ac.nz/login?url=http://newisiknowledge.com/
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 Enter your ENWeb account details and click 
OK. 

 

 Wait a few minutes for the process to 
complete. The first time you sync a library it 
will take quite a few minutes, but 
subsequently it will be much quicker. 

 

 Once synced, your EndNote library and your 
ENWeb library should contain the same 
references and groups. 

 
 

13.3  Sync to EndNote Web for backup 
Whenever you have added new references to your EndNote library, edited existing references or 
amended the groups, you should sync again using this button on the tool bar in EndNote:  
 
If your EndNote library becomes damaged or corrupted, you can recreate it from ENWeb by creating 
a new, empty EndNote library with the same name as the damaged one, then syncing. 
 
Note: syncing is always initiated from your EndNote library, not from ENWeb. 
 

13.4  Access EndNote Web 
 Click the My EndNote Web link on the Web of Knowledge homepage and sign in with your email 

address and password. This is the preferred access route when you are off campus because it 
provides more linked data. It works well on campus too. 

or 

 Go to this URL: http://www.myendnoteweb.com and sign in. 
 

 To view the updated ENWeb library after syncing, you may need to refresh the display: press F5. 
 

 Any changes you make in ENWeb will be pulled down to Endnote X6 next time you sync. 
 

13.5  Sync to ENWeb to transfer your EndNote library to a second computer 
 
Scenario 

 You are working on an AUT networked computer on campus and have created an EndNote 
library which is saved to your H: drive (we’ll call this Computer-1). You have added 25 references 
to the library, some with attachments. 

 

 You head home for the weekend where you need to continue using the same EndNote library on 
your own computer (this is Computer-2). Over the weekend, you add a further 53 references to 
the EndNote library and you also make a few changes to the original 25 references. What a lot of 
work! 

 

 Monday rolls around too soon and you are back on campus. You now need to update your 
EndNote library on the H: drive (back to Computer-1) so it incorporates all those changes you 
made over the weekend and contains 78 references. 

 
Here’s how to do it. 
 
Working on Computer-1 

 Sync your EndNote library with ENWeb following the instructions in Section 13.2. 
 

http://ezproxy.aut.ac.nz/login?url=http://newisiknowledge.com/
http://www.myendnoteweb.com/
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Working on Computer-2 

 Open EndNote and create a new empty library with the same name as the one you have on 
Computer-1. 

 

 Go to Edit >> Preferences >> Sync 
Until completely familiar and comfortable with the synching process, we suggest you remove 
ticks from all of the “Sync automatically” options. Click the Enable Sync button, enter ENWeb 
account details and wait a few minutes for the process to complete. 

 

 Your EndNote library on Computer-2 should become populated with the references and groups 
from ENWeb and will now match the library you left on Computer-1. 

 

 If you have created any groups in your EndNote library on Computer-1, after syncing to 
Computer-2 these groups will be showing under the heading “Unfiled groups.” Drag and drop 
them under the heading “My Groups.” 

 
 

                                                   
 

 When you have finished working with this library on Computer-2, sync again to ENWeb so that 
your recent changes are incorporated in the ENWeb library. If you wish, go to ENWeb (see 
Section 13.4) to reassure yourself that all your references are showing there. Remember to click 
F5 to see the changes. 

 
Returning to work on Computer-1 

 Open your EndNote library as usual. Check the Sync Preferences (Edit >> Preferences >> Sync) to 
ensure “Sync automatically” options are off. 

 

 Click the Enable Sync button then sign into ENWeb. 
 

 When the process completes, you should have an EndNote Desktop library that incorporates all 
the changes you made on Computer-2. 

 
 

Groups on Computer-1 
Groups on Computer-2 
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14. Tips for using EndNote X6 successfully 
 

 It is generally regarded as “best practice” to have just one EndNote library rather than creating 
separate libraries for different projects or for individual chapters of a thesis. It is better to use 
Groups to organise the references relating to specific projects or chapters and the Search 
function to retrieve references for a particular task. There is no limit to the number of references 
you may enter in an EndNote X6 library. Although it is possible to work with multiple libraries and 
one Word document, and even to have the same references included in more than one library, 
this way of working can result in difficulties when EndNote attempts to format a bibliography. 
This can waste time and cause unnecessary stress as your writing deadline approaches. 

 

 Make sure you always keep a back-up copy of your EndNote library and be sure that you are 
using your most current version. 

 

 EndNote X6 is fully compatible with versions 8 and upwards of EndNote. However, if you try to 
use a library created with EndNote 7 (or earlier versions), you will need to do a one-time 
conversion before you can open it. The converted library has no backwards compatibility with 
version 7 and earlier. 

 

 An EndNote X6 library also has an associated .DATA folder which is created automatically when 
you create the library. Do not delete this. It is where any PDF files which you wish to link to your 
EndNote library will be stored. It also contains the necessary information to define any groups 
you have created. 

 

 Try to be consistent when entering data. In particular if you have more than one reference by the 
same author you should take care to enter the author’s name in exactly the same way each time. 
Otherwise EndNote may interpret them as different authors and your in-text citations will not be 
correct. For example,  
Kolb, D A 
is interpreted as being a different author from 
Kolb, David A 

 

 When downloading references from databases, Google Scholar, Library catalogue or Library 
Search, check the resulting entries in your EndNote library very carefully and correct any 
inaccurate data as you go. It is far easier to do this at the initial download stage, when you still 
have the list of search results open in another window on your computer, than to have to go 
back later and find the same articles again. 

 

 Know the APA 6th referencing rules or know where to look them up. The AUT Library provides a 
detailed guide to the APA 6th rules: http://aut.ac.nz.libguides.com/APA6th . EndNote is not a 
silver bullet, i.e. it will not fix all your APA 6th mistakes. For example, it will work much better for 
you if you know when to use headline-style capitalisation and when to use sentence-style 
capitalisation and if you understand the rules about publishers’ names and locations. Garbage in 
= garbage out. See the AUT Library’s EndNote page: http://aut.ac.nz.libguides.com/EndNote for a 
guide to applying the APA 6th - AUT X6 style correctly in EndNote. 

 

 Customise the entries in your EndNote library by entering data in the Keyword, Notes or 
Research Notes fields of the records to help you to retrieve relevant references using the Search 
command. 

 

 Practise and experiment until you are confident in using EndNote X6. Ideally you should do this 
with coursework or short writing assignments before you write a thesis, dissertation or other 
major work. 

 

http://aut.ac.nz.libguides.com/APA6th
http://aut.ac.nz.libguides.com/EndNote
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15. EndNote shortcuts 
 

Save Ctrl+S  

Close the active window Ctrl+W 
 

New Reference Ctrl+N 

 

Edit References Ctrl+E  

Delete References Ctrl+D  

Search References Ctrl+F  

Show All References Ctrl+M  

Select All Ctrl+A  

Cut Ctrl+X  

Copy Ctrl+C  

Paste Ctrl+V  

Copy Formatted Ctrl+K  

Return to Word Alt+1  

 
 

Appendix A: Instructions for downloading filters 
 
These instructions are for filters available on the AUT Library’s EndNote website: 
http://aut.ac.nz.libguides.com/EndNote 
 

 Right click on the filter link. 

 Choose Save Target As... (in Internet Explorer) or Save Link As... (in Firefox or Chrome). 

 Locate the EndNote Filters folder. Usually this is C:\Program Files\EndNote\Filters\. 

 Click the Save button. 
 
 

Appendix B: Add the APA 6th - AUT X6 style to your computer 
 
APA 6th is a very complex referencing style and unfortunately EndNote does not handle it perfectly. 
The APA 6th style that is provided with the EndNote software has a number of deficiencies. APA 6th - 
AUT X6 style for EndNote is a modification created by AUT Library staff to produce references that 
comply with the APA 6th edition rules as closely as possible. This style is included with EndNote X6 on 
computers on AUT campuses or when the program is downloaded to your home computer or laptop. 
 
However, if for some reason you do not have this style installed, then you may obtain it from the 
AUT Library’s EndNote website: http://aut.ac.nz.libguides.com/EndNote . Click the APA 6th style tab. 
There you will find instructions for downloading and installing the APA 6th - AUT X6 style. 

 
Note: we do not recommend adding this style to earlier versions of EndNote. 
 
 
 

http://aut.ac.nz.libguides.com/EndNote
http://aut.ac.nz.libguides.com/EndNote
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Appendix C: The journals term list 
Some databases, notably MEDLINE via PubMed, use abbreviated journal titles whereas the APA 6th 
reference style requires full journal titles. In addition, the publishers of some journals to which you 
may wish to submit articles require a referencing style involving abbreviated journal titles. In the 
health science field, the most commonly used standard for journal title abbreviations is Index 
Medicus. These abbreviations are used in the PubMed/MEDLINE database. 
 
Journal title abbreviations can pose a problem for health science students and researchers so 
EndNote manages the situation by providing a Medical Journals Term List which matches the full 
journal title to the abbreviated title. It is advisable to import this list into your EndNote library before 
you begin adding references. EndNote users in other academic disciplines are less likely to need to do 
this but the procedure is the same although the actual journals term list imported will differ. 
 
The medical journals term list and lists for several other subjects are supplied with the EndNote X6 
program. When you import a term list it will become part of your EndNote library so you need to 
repeat the procedure for each EndNote library you create - but remember our advice is that you 
should work with just one EndNote library! 
 

Caution 
If you have already entered references in your EndNote library before importing the medical journals 
term list then it is likely that there will already be entries in your EndNote library’s journals term list. 
It is highly recommended that you delete all these terms before importing the medical list otherwise 
you may have duplicate entries in your list and EndNote may not be able to select the correct title or 
abbreviation. 

 

Delete existing terms 
 Open your EndNote library. 

 Click Tools >> Open Term Lists >> Journals Term List. 

 The Term List dialog box opens. Highlight the first journal title. Select all the titles by holding 
down the Shift key and scrolling to the end of the list then clicking the last title. 

 Click Delete Term >> Close. 
 

Import the medical journals term list into your EndNote library 
 Open your EndNote library. 

 Click Tools >> Define Term Lists. 

 Highlight Journals and click Import List. 

 Navigate to the folder in which the journals term lists are stored: 
C:\Program Files\EndNote X6\Terms Lists 

 Highlight Medical.txt and click Open. 

 When the list has been imported you will see this 
message.  

13134 terms inserted into the ‘Journals’ terms 
list. 

 Click OK and click Close on the Term Lists dialog 
box. 

 
You can open your journals term list to see the data by 
clicking Tools >> Open Term Lists >> Journals Term 
List.  
 
It should look like this: 
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Note: although the Medical Journals Term List contains over 13,000 titles, this is by no means all the 
medical journals published in the world. You may sometimes import a reference from a database and 
find that the title remains abbreviated in your reference list. This is because that particular journal 
title did not exist in the Medical Journals Term List when you imported it so EndNote cannot convert 
the abbreviation to a full title. 
 
You should add an entry in the Journals Term List of your EndNote Library using the New Term 
button. If you are unable to work out what the full title is, consult your Liaison Librarian. 
 

Disable automatic updating of terms 
By default, EndNote automatically updates the journals term list with any new journal titles in 
references you add to your EndNote library, either manually or downloaded from databases. This can 
cause problems if those titles are abbreviated and if EndNote cannot find a match in the term list. It 
is therefore advisable to disable this automatic updating as follows: 

 Click Edit >> Preferences >> Term Lists. 

 Uncheck the options “Update lists when importing or pasting references” and “Update lists 
during data entry”. 

 Click OK. 
 

Ensure the APA 6th - AUT X6 style will include full journal titles 
Once you have imported the medical journals term list, you also need to check a setting in the APA 
6th - AUT X6 output style to make sure that any abbreviated journal titles brought into your EndNote 
library from PubMed references will be replaced in your reference list by the full journal titles. Note: 
the abbreviated version will remain in the EndNote record. 
 

 Click Edit >> Output Styles >> Edit “APA 6th - AUT X6”. 

 On the next screen, highlight Journal Names (near the top of the left pane). The radio button 
next to Use full journal name should be checked. If it is not, please consult your Liaison Librarian 
for help in getting the style amended and saved. 

 
 

Appendix D: Add OpenURL and authentication links 
By adding these URLs to EndNote, you will increase the chances of finding full text articles to attach 
to your EndNote references (see Sections 9.1 and 9.3). 
 

 Click Edit >> Preferences >> Find Full Text 
 

 In the OpenURL Path box, add: 
http://ezproxy.aut.ac.nz/login?url=http://yu7rz9hn8y.search.serialssolutions.com/ 

 

 Click OK. 

http://www.library.aut.ac.nz/locations-and-contact/librarians
http://ezproxy.aut.ac.nz/login?url=http://yu7rz9hn8y.search.serialssolutions.com/

