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Course Objectives:  

 

1. Create a new EndNote library: name, save, re-open. 

2. Enter Citations 4 different ways  

a. Manually enter citations  

b. Export directly from a database into EndNote (one -step) 

c. Use Import Filters to  export / import citations (two -step process) 

i. export citations from a database into a text file  

ii.  import text file contents into EndNote  

d. Use Connection Files to search catalogues and databases. 

3. View and edit citations  

4. Change output style 

5. Group your referen ces 

6. Cite while you write ɬ  

a. import citations into a document  

b. automatically create bibliography  

c. Edit and/or remove citations from a document  

 

 

What is EndNote?  

¶ Saves and manages citations (primary function)  

-  Can also include abstract and notes, links to fulltext of the article  

¶ Automatically generates bibliographies  

¶ Applies a chosen citation style to references 

 

Where is it?  

¶ Student Desktop. 

-  Save EndNote Library to S drive 

-  Import Filters, Connection Files are stored on university  network and 

regularly updated.  

¶ Your computer / laptop.  

-  Purchase access to EndNote (for PC or Mac) from ITS ɬ during 

installation choose Custom to get the full set of additional Filters, 

Styles and Connections files. 

-  $40 incl. GST for the academic year. Annual renewal required  

-  Download Import Filters and Connection Files separately  from  

www.endnote.com  and/or  

www.library.otago.ac.nz/endnote  

¶ Online tutorial ɬ 
www.endnote.com/training/tutorials/EndNoteX3/EndNote_X3.asp  

¶ Advanced EndNote technical help ɬ attend a 3 hr ITS EndNote course for $15    
www.otago.ac.nz/its/training/student .html  

http://www.endnote.com/training/tutorials/EndNoteX3/EndNote_X3.asp
http://www.otago.ac.nz/its/training/student.html
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INTRODUCTION TO ENDNOTE 
 

Section Overview 

Create an EndNote Library .  

Enter citations manually . 

Change citation style. 

Direct Export references from databases, catalogues and the web to your EndNote library . 

Find Full Text  for your references. 

Use Import Filters to search, save and export / import citations between databases and your 

EndNote library.  

Use Connection Files to search catalogues and databases. 

Group your references. 

1. Create an EndNote library 

 

1. Open EndNote  X3 - either displays  a grey screen, ready to create a library , or may 

create an untitled one 

2. Go to the top menu on your screen ɬ select File Ą New  

3. Name and save this library  

-  browse to desktop, give the file your name, select <Save> 

4. Notice different parts of screen:  

-  menus, toolbar, citation list section and citation preview and search sections  

(all empty at the moment.)  
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      EndNote X3 Toolbar 

 

Online Search mode                              

                       Local Library mode                                                        Add a new Reference 

       Integrated Library & Online Search Mode  - click each to explore screen changes 
    

 

2. Manually enter citations into your EndNote library  

1. Select menu References Ą New Reference (or Ctrl  + N)  

 

2. Inspect ÝÈÙÐÖÜÚɯȿ1ÌÍÌÙÌÕÊÌɯ3à×ÌÚɀɯ(book, journal article, blog, others) 
 

 
 

3. 2ÌÓÌÊÛɯȿ!ÖÖÒɀ and create a simple record: 

 

-  Author    Smith, John Bruce OR John Bruce Smith 

-  Year   2008 

-  Title   Life in Queenstown 

-  City   Dunedin  

-  Publisher  Otago University Press 

 

4. Close the ȿNew Referenceɀ window to reveal the EndNote l ibrary, now populated with 

a single record 
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5. Double-click the Smith reference to reveal the full record again 

 

 
 

6. Note that your data was saved automatically  (autosave) or you were  prompted to save 

any subsequent changes 

 

7. If there is more than one author start each on a new line.  Practise by adding your own 

name as the second author to this book reference 

 

8. If there is an organisation as author wr ite its name followed by a comma, or two 

commas if you are referring to a part of the organisation  

e.g. University of Otago,  

 e.g. University of California,, Berkeley  

 

9. Close the Reference window 

 

10. Close and re-open your  EndNote library  (autosave) 
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Practice exercise: 

Create another new reference, a journal article with the following details.  

(Or make up your own.)  

 

-  Author    Anna Carson 

-  Year   2007 

-  Article title   Effects of Dietary Fatty Acids on Mental Health  

-  Journal title   Brain 

-  Volume    56  

-  Issue  12 

-  Pages  28-35 

 

Note:  The use of capital letters for article and chapter titles, book and journal titles, will 

depend on the citation style used by your department or supervisor.  EndNote does not 

always change the way you use capital letters so you must learn to recognise your chosen 

style elements. Click the Preview tab to check layout. 

3. Apply an output style to your references  
 

1. Notice the default citation style set on your machine 

 

2. Use the drop -down menu to change the style  

 

 

 
 

 

3. "ÏÖÖÚÌɯȿ2ÌÓÌÊÛɯAnother Style ..ɀ from drop -down menu  to see what others are available 

ɬ some are specific discipline styles or for a journal title 

 

4. Apply APA 6th, Harvard, MLA, Vancouver or your preferred style .  Some styles 

include Sections which allow for a bibliography  to be formed per chapter/section, 

and/or at the document end.  Set this preference under Edit>Output Style s>Edit APA 

6th>Sections. See more detail on p28. 
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5. Note how th e citation changes appearance 
 

a. Apply óNew Zealand Journal of Ecologyô 

b. If you know which style your department uses, set it to that style 

 

Note: Check your  styleɀÚ comments and limitations until you become familiar with them.  

Consult Citation Styles on the Library homepage 

 

Styles are stored on the university network.  Most styles come with the EndNote CD. They 

do not change often, but if you are publishing in  a journal, you should check the EndNote 

website for possible changes to the style. Also, you may need to download an o utput style 

from www.endnote.com   or www.library.otago.ac.nz/endnote  .  Save the new style to 

your MAC HARD DRIVE (HD)> Application s>EndNote X3>Styles folder. 
 

For comments and limitations about individual styles:  
 

¶ Go to menu Edit Ą Output Styles Ą Open Style Manager. 

¶ Find your style and th en choose <Edit>ȭɯ3ÏÌɯÚÛàÓÌÚɀɯÊÖÔÔÌÕÛɯÉÖßɯÐÚɯÔÜÊÏɯÉÐÎÎÌÙɯÈÕËɯ

easier to read 

¶ Changes can be made to styles on your personal computer but not if you are  using 

EndNote from the student desktop  

¶ Ask Library staff for help  or email ask.library@otago.ac.nz, use the EndNote Help 

menu or try the Endnote.com tutorial  

 

4. Direct Export: Search for and export references (one step) 

4.1 Using Databases 

Wherever possible, use Direct Export to transfer citations into EndNote.  

 

1. In your Firefox web browser, find  the Library Homepage and select Article Databases 

 

2. Select Academic Search Complete in Popular Databases (left-hand box) 

 

3. Choose Advanced Search 

 

4. Search for music AND health (two search boxes)  

 

5. Limit results to Full Text 1and Scholarly (Peer Reviewed) Journals 
 

 

 

                                                 
1
 Fulltext is used here to get a quick set of results with available fulltext ɬ this is not recommended if you are 

searching for a wide range of quality information.  

Use FIREFOX as your web browser ï download from www.Mozilla.com/Firefox 

DO NOT USE Safari because Direct Export does not work with it. 

http://www.library.otago.ac.nz/research/citation.html
http://www.endnote.com/
http://www.library.otago.ac.nz/endnote
http://www.endnote.com/training/tutorials/EndNoteX3/EndNote_X3.asp
http://www.mozilla.com/Firefox
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6. Run your search 

 

7. Below each record click Add to folder.  Select three citations this way 

 

8. Once this is done, a right  ÚÐËÌɯÔÌÕÜɯÉÈÙɯȿ%ÖÓËÌÙɯÏÈÚɯÐÛÌÔÚɀ appears.  Also, the Folder at 

the top right -hand corner looks full  
 

 
 

9. Select the folder  at top right of screen, or click <Folder View> on the right, to view the 

three selected citations 

 

10. Select all citations and choose to Export   (white page with green arrow)  
 


