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Why using 
EndNote is a 

good idea: 
 
1.  In Word 

documents it can 
insert in-text 
citations and 
generate reference 
list according to a 
particular journal's 
style. 
 

2. Catalogue system 
for your reprints 
and PDFs, using 
sort and search 
functions. 

 
 (...also you can 
download references 
from lit search in 
databases such as Web 
of Science which is 
handy and faster than 
doing it by hand, but 
I'll not go into that 
here.) 
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EndNote Basics 

Record Numbers 

The main thing about EndNote to know is that the RECORD NUMBERS ARE 

THE BACKBONE to the whole system. They are unique, non-repeating, and 
created in the consecutive order that you enter the references. As far as 
EndNote is concerned this is the unique name of the ref. If you delete a ref 
from your Library file, you will lose that record number forever - which actually 
shouldn't really be a problem, unless it’s accidental. It is the record number that 
links the inserted in-text citations in your word document to the correct ref 
in your EndNote Library file. 

If the record number is not showing as a field when looking at your ‘Library’ 
file, make it so! 

To do this, in EndNote go to:  

 Edit  Preferences  Display fields  

...and select record number from drop down list (first column is probably best). 
Note you can only select a MAX OF 8 FIELDS to view on the list (only 5 in 
earlier versions of EndNote). In some of the following sections the 
importance of the record number should become clear! 

Sort and Search  

Self explanatory function and simple to use for FINDING THE RIGHT REF IN 

YOUR LIBRARY, but worth mentioning because this is what makes EndNote 
so useful. Search one field or many. If you have imported/downloaded 
reference info from literature searches from a data base like Web of Science, 
you’ll find that has brought across all the Keywords and the Abstract (if 
available) etc. So, an ‘any field’ search will pick up any mention of the word 
you want in any of these fields as well as in the Title field etc. 

Speed search! 

Here’s a handy hint that can save some time – if you have sorted by a field 
column, let’s say by Author, VERY QUICKLY TYPE THE FIRST FEW LETTERS 
(e.g. S M I for Smith) while viewing the list, the list will scroll rapidly to land 
on the first name starting with those letters. Likewise it will work for any 
field you sort by (other than record number in EndNote X and above). 

Basic terms and 
concepts: 

 
EndNote database 
files are called 
‘Libraries’ . 
 
Individual entries  
for each reference 
are called 
‘records’ and 
appear as 
horizontal rows in 
‘library view’. 
 
In ‘library view’ 
vertical columns 
are fields – you 
can choose which 
fields appear.  
 
Oh, and I tend use 
abbreviations like 
‘ref’ a lot – but 
trust you can 
work those out. 

When viewing 
Libraries: 

 
It’s a good idea to 
have the ‘Preview’ 
panel open at the 
bottom of the 
window: 
 
Tools   
Show Preview  
 
This panel at that 
appears at the 
bottom of the 
window will show 
you what the 
highlighted ref 
will look like in 
the ‘Style’ 
currently selected 
in the dropdown  
menu at the top 
toolbar.  
 
The Style is how 
the ref will be 
formatted in a 
bibliographic list 
at the end of the 
Word document – 
Styles for specific 
Journal formats 
are available, and 
can be also 
customised. 
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Labels and Keywords: Organising, Changing Fields 

A small problem with downloading refs from a database means that you end 
up with a lot of different keywords in you Keyword field. If you want to 
quarantine a nice, neat SHORT LIST OF SPECIFIC KEYWORDS OF YOUR OWN, 
USE THE LABEL FIELD. (This becomes handy when using Terms Lists that 
suggest keywords as you write them - I'll go into that another time!) 

Another useful function is the 'Change Fields' under the References drop 
down list, this will allow you to SIMULTANEOUSLY ADD SOMETHING TO 

THE FIELDS OF MULTIPLE REFS. To select multiple refs hold down on the 
'CTRL' button when you click on them with the mouse. 

How is this useful? Well, say you have 1000 refs in your Library, but you only 
want to use 10 all up in the paper you’re writing – create a SHORT LIST OF 

RELEVANT REFS. Without such a short list, inserting refs can be tedious: find 
the place text in the Word document you want to insert refs (Let's say 3 refs 
for argument's sake); switch from Word to EndNote to select the refs you 
want, and then go back and insert them in Word. It can take time scrolling 
through 1000 refs to find the 3 you’re after. Better to select 3 from a shortlist 
containing only the 10 refs you need for the paper. 

TO MAKE THIS SHORT LIST OF REFS, select the 10 from the Library, then 
select the ‘Show Selected References’ from the References drop down list. 
Make sure all 10 are highlighted, then go to ‘Change Fields’ and tell it to 
insert PAPER 1 into the Label field. Then select ‘Show All References’ from 
the References drop down list. Any time in the future you can now select 
these 10 by using the ‘Search function’, by looking for PAPER 1 in the Label 
field, producing your short list. This is really useful and negates the need 
to keep separate Libraries. 

Filing your reprints (hardcopies): 

ONLY FILING ALPHABETICAL ORDER OR RECORD NUMBER ORDER 

WORKS – you will find filing by ‘subject’ becomes clumsy once you have 
more than say 300 references. 

I bit the bullet and decided to file all my paper references (reprints, print outs 
and photocopies) my cabinet under the record numbers as my old ‘subject’ 
based filing system just got too clumsy (too many multi-subject papers that 
could be filed in any of a number of folders). Record numbers are 
chronological, so I now only add new papers to the end of the system in the 
last drawer, and the rest stay static - so you get used to knowing where they 
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are. Any bunches of papers that were from the same search will tend to have 
consecutive record numbers. Using the methods above I converted my 
“subject” folders into keywords in my Label field, and a quick search gets me 
the refs that used to be in that physical folder. Once I’ve I entered a ref into 
my Library file, I write the Record Number in red on the front (I also jot 
down my keywords on the front page of the reprint), so when I see that later 
I know I’ve entered it already.  

I was initially scared to make the transition to this system, thinking I’d lose 
track of papers with only the numbers to go on, but the EndNote Library 
becomes your own catalogue, so you can search for author, keyword or 
whatever. KEEP HANDY A PRINTOUT IN ALPHABETICAL ORDER OF 

AUTHOR AS AN INDEX (and perhaps another copy in record number order) in 
your filing cabinet for times when you can’t access a computer – see margin.  

THE ALTERNATIVE FILING SOLUTION IS TO FILE EVERYTHING 

ALPHABETICALLY UNDER FIRST AUTHOR (As Steve Salisbury does) but I 
have issues with remembering who did what anyway, and then there are the 
second authors ending up all over the place. Guess it depends on how good 
you are with names etc... 

(Some further thought on subject based filing - it could be possible to keep 
your filing in physical folders according to subject, and then enter the subject 
you’ve physically filed it under in the Label field in EndNote, and then if 
you’ve forgotten where you filed it you can check it in EndNote. Haven’t 
tried this, not sure how usable it would be.) 

Filing your PDFs (softcopies) 

EndNote 9 and above - drag and drop! 
The newer versions of EndNote allow you place a link to a the PDF of the 
ref by ‘dragging and dropping’ the filename of the PDF straight from 
Windows Explore or My Computer into the record (easiest if you have this 
open side by side with the EndNote Window). 

A problem that can be encountered however (which I believe EndNote’s 
creators wish to fix), as that if the FILENAME IS TOO LONG EndNote can’t 
make the link (you’ll get the ‘Could not add link’ error message). To deal 
with this you need to know that when you link a PDF, EndNote actually 
makes a new copy of the PDF which is stashed in a new folder it creates 
(with the same name as the Library) next to where the Library file is kept. All 
linked PDF copies created for a given Library are in the neighbouring folder 
of the same name.  It’s actually the length of the path and name of that new 

To print a list of 
references:: 

 
Make sure the 
library is sorted 
correctly, and 
highlight all refs 
you want printed 
in the list. 
 
The ref’s will be 
printed in what 
ever Style is 
currently selected 
in the dropdown 
menu at in the top 
toolbar, and will 
look like what is 
visible in the  
Preview panel at 
the bottom of the 
window. 
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folder that limits the acceptable length of the PDF’s filename. So keep your 
EndNote Libraries and their folders for linked PDF’s somewhere on your 
computer with a short path.   

E.g. path and filename for the Library: 

C:\EN\Library A.enl  

…and the linked PDF folder: will be named automatically: 

C:\EN\Library A.Data 

This system was set up for PORTABILITY – so you can easily copy the 
Library and its accompanying linked PDF folder to a USB thumb-drive, CD 
etc. and as long as they are both saved in the same destination folder, the 
links will still work. 

IF YOU STILL GET THE ERROR MESSAGE ‘Could not add link’, then the 
filename of the original PDF has to be shortened to some degree. 

EndNote 8 and older - use the URL field 
Earlier versions are simpler (they don’t have the same linking function and 
newly created folders for linked PDF’s as described above). 

They do however have the useful ‘URL’ field for linking to websites and 
other files etc., and you can place a link to a PDF file here. This hotlink will 
take you straight to the PDF wherever its stored. (NB: if you import your 
citation details from a database like Web of Science it will put the webpage 
details from your search here in this field too). 

For this to work long term you need to get a good Folder system running, I 
have my Libraries Folder and PDF Folder under the same general EndNote 
Folder so the addresses I’ve entered will stay the same. Once done, your 
Endnote Library becomes your PDF catalogue and can take you straight to 
your PDF after a keyword search. 
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Using With WORD:  

(1) Formatting off! 

Firstly can you see an EndNote Toolbar in Word, or is it listed in the drop 
down Tools list? If not, try reinstalling EndNote...  

If you are still having troubles try the FAQ on the EndNote trouble shooting 
website. 

An important thing to remember is when writing in Word, make sure to have 
the automatic EndNote formatting turned off.  

To do this open Word, go to:  

Tools  EndNote  Cite While You Write Preferences 

Then Un-tick “Enable Instant Formatting on new Word Documents”.  

This way the in-text citations remain in this format: 

{Smith, 2000 #123} 

While in this form there are no hidden codes that you can screw up during 
editing. EndNote reads the { } as the start and end of the ref (NB: sometimes 
square brackets [ ] may be used as default in some EndNote versions!), and spots the 
‘#’ as the start of the record number to match it to the ref in the Library. This 
is why you only use one Library! A different library will have a different 
ref under that record number. 

(2) Inserting Citations, or manually adding them 

To insert, first select the refs in the Library that you want to insert into the 
text in the document (hold down ‘CTRL’ button for multiple selections), 
then go back to Word and Use the ‘Insert Selected Citations’ function in the 
Tools bar. 

You can add them by hand if you type in accurately:  

{First author name, year, #Rec no}.  
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(3) Multiple Authors in Citations 

Usually ‘ ; ’ is the default delimiter, so this is how it looks unformatted: 

{Smith, 2000 #123; Smith and Jones, 2000 #124; Jones, 1998 #111}  

The ‘and’ or ‘&’ will be added during the formatting process depending of 
the chosen ‘Style’ (see below). The Style will also organise the refs between 
the brackets into alphabetical or year order depending on its settings, so 
order in the unformatted state is not important - just make sure you close the 
{ } and use ‘ ; ’ between the refs! Remember: you can cut and paste these 
unformatted citations, but not when formatted! 

(4) Variations on citations 

Name and year are best thought of a being there merely to clarify formatting 
positions. 

(a) Normally you would type this:  

Kronosaurus was big, bad and bitey {Smith, 2000 #123}. 

Which will format to: 

Kronosaurus was big, bad and bitey (Smith, 2000). 

...and the ref will be added to the reference list it generates at the end of the 
document. But in you may want to do things differently... 

(b) For instance if you want: 

Smith said 'Kronosaurus was big, bad and bitey' (2000). 

You can achieve this by typing: 

Smith said Kronosaurus was big, bad and bitey {, 2000 #123}. 

It will then convert it correctly and leave the name out of the brackets when 
you format it, as per the first example. 

(c) You can even do this: 
      In 2000, Smith said 'Kronosaurus was big, bad and bitey' {#123}. 

When you format this, EndNote will leave out the brackets altogether, which 
is what you want here - absolutely no in-text citation, but still add the ref to 
the reference list it generates. 
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(d) SUFFIX: Another thing you can do is place page numbers in the citation 
(not practiced regularly in science, much to the annoyance of those who have 
studied in the legal fields where it is common everyday practice, and have to 
wade through scientific literature for some reason. It certainly would make 
information quicker to find and check!). So if you want: 

‘Kronosaurus was big, bad and bitey' (Smith, 2000, p1) 

Type this: 

'Kronosaurus was big, bad and bitey' {Smith, 2000 #123, p1} 

Obviously anything can be written after the Record Number (remember the 
“,”!) and it will appear between the brackets. 

(e) PREFFIX: similarly anything can be placed in front of the reference by 
doing this (the “\” is the special delimiter here): 

‘Kronosaurus was big, bad and bitey' (see \Smith, 2000 #123, p1) 

Which will result with this: 

‘Kronosaurus was big, bad and bitey' (see Smith, 2000, p1) 

 

OK, so when you do want to format your Word document 
In Word, select ‘Format Bibliography’ on Toolbar or in drop down Tools 
list. 

When you do format your bibliography, it will change the in-text citations to 
the way you want it to look in the final version (depending on the ‘Style’ 
selected, I'll mention later) and will compile your bibliography or references 
list at the end of the document (Also depending on the ‘Style’ selected). As I 
warned earlier this puts lots of hidden codes into the document! This is why 
you should leave this till when the document’s finished, or if you have to 
format it to see what the bibliography list looks like make sure to unformat it 
back again so you don’t end up with half formatted and half unformatted 
citations in the same document. 

EndNote Styles: 

When you select ‘Format Bibliography’ it will ask you what ‘Style’ - Which is 
how you want the in-text citation and the reference list will look like, and 
when you go into ‘Browse’ on this dialogue box it will show you all the pre-
made Styles based on the way that lots of different journals want them. Note 
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Nature and Science are both in there (handy, as there bloody awful to do by 
hand, and I’m sure we’re going to need these plenty of times in the future!) 

The Style dictates whether the formatted refs in the in-text citation will 
appear in alphabetical order, year order (or more complicated versions of 
both, for instance when its same first author) or whether the reference list 
will list the refs in alphabetical, order of appearance (as in Nature and 
Science) and deal with multiple refs from the same author. 

You can make your own customised Style if you go back into EndNote... but 
that's a bit complicated for this ‘Handy Hints Worksheet’!  

Important to note that the ‘Styles’ and many of the settings you set up in 
EndNote to customise it to your liking are separate files stored in a Settings 
folder somewhere on you hard drive. If you take your Endnote Library (on a 
USB thumb-drive or CD etc.) and use it on another computer any special 
customisations of Styles etc. that you set up or are not standard EndNote 
settings will not work on the other computer if you haven't also copied those 
files across to the appropriate settings folder . 

Future Topics 
This document is a work in progress. Below is a short list of topics I want to 
add later when I get time. Contact me if you need help on these in the 
meantime: 

• Editing the templates – tricky.  

• Citation Template   

• Bibliography Template 
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