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INTRODUCTION 

This workbook accompanies our Introduction to EndNote class, held on campus at Toowoomba, Springfield and Fraser Coast. It 

covers the basic functions of EndNote.  For a comprehensive overview, refer to the EndNote manual which is included with the 

software, or the support site for EndNote provided for Queensland universities by the University of Queensland: 

http://www.library.uq.edu.au/endnote/  You may also visit the home of EndNote on the web http://www.endnote.com/   

EndNote is a software tool which allows you to create a database of references which becomes your library. The program allows 

you to:  

¶ import citations and abstracts from Google Scholar and online databases into your EndNote Library 

¶ search a library catalogue and save the details directly to your  EndNote  Library 

¶ manually type references into your EndNote Library 

¶ use  your database of references (i.e. EndNote Library) to insert in-text citations and create a List of References 

automatically when writing a ǿƻǊŘ ŘƻŎǳƳŜƴǘ όa{ ²ƻǊŘΣ tŀƎŜǎΩлфΣ hǇŜƴ hŦŦƛŎŜύ 

USQ has a site licence for EndNote in both Macintosh and Windows versions. RŜŦŜǊ ǘƻ 9ƴŘbƻǘŜΩǎ ƘŜƭǇ ǇŀƎŜ ŦƻǊ information 

about obtaining and using EndNote at:  http://www.usq.edu.au/library/services/staffresearch/endnote/ To install EndNote on 

your PC, Laptop, go to this ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ [ƛōǊŀǊȅΩǎ ǿŜōǎƛǘŜ ŀƴŘ follow the links and instructions. 

 

 

  

http://www.library.uq.edu.au/endnote/
http://www.endnote.com/
http://www.usq.edu.au/library/services/staffresearch/endnote/


 

3 | P a g e 

 

PART 1  ENDNOTE - HOW TO START IT AND HOW IT WORKS 

Follow the instructions provided when you download your copy of the program to your own computer. It is important when 

working with operating systems after Windows XP, the program be saved to the following location: 

C:\ Users\ username\ Documents\ EndNote  

Open EndNote on your laptop or PC /Mac  

1. Go to Start on your  PC/Mac 

2. Go to All Programs>EndNote>EndNote program>Click on the black and orange EndNote Icon 

 

3. The next screen you see will offer you these options and the first will be selected by default. Change the selection to Do 

not integrate with EndNote Web at this time 

4. Go to the final option and then select the FINISH button. 

 

 

 

NB. EndNote Web is available to USQ staff and students via the database ISI Thomson, Web of 

Knowledge.  It allows you to work without the software installed creating a library on the web. You can 

transfer references between your PC library and your EndNote web library.  If you wish to try it out, go 

to the EndNote Web site http://www.endnoteweb.com/enwebinfo.asp and see for yourself 

http://www.endnoteweb.com/enwebinfo.asp
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Create your first EndNote Library   

 

The next screen also offers you three options.  

 

1. Choose the second optionς Create a new library ςand you are on your way to using EndNote for the first time. 

 

 
 
 

2. You will then need to save your library . 
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3. If you are using Windows Vista or Windows 7: 
 

Select the following filepath : C:\ Users\ Username\ MyDocuments\ .... 
(see examples below) 

:  
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Once you have selected My Documents, create a folder called EndNote. From here you can save your library  
(i.e. My EndNote Library) and associated file. 
 
3. If you are using Windows XP or earlier: 

Save your library to a location of your choice but remember where you have saved it! 

 

 

 

Remember! For safety reasons is recommended that you save one or two copies of your library in different locations. Save them 
as a COMPRESSED LIBRARY (File/Compressed Library), and remember to update them.  
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Once the file is saved, your new EndNote library will open. The outer window is the EndNote program, and the inner window 

with three divisions/panes is your EndNote Library (Groups, Library, Preview/Search/Quick Edit.). 

 

 

We will see how these function as we begin to put records into the library. 

  

LIBRARY 

PREVIEW/SEARCH 

G 
R 
O 
U 
P 
S 
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Add references to an EndNote Library 

We will add our first references. This can be done in three ways: 

  Online Search in EndNote 

¶ Search a library catalogue or database through EndNote. The records appear in the Groups pane, under the name of the 

location to which you are connected, (e.g. U Southern Queensland catalogue,   Web of Science or PubMed, etc.) 

 

   LƳǇƻǊǘƛƴƎ Ŏƛǘŀǘƛƻƴǎ ŦǊƻƳ άŜȄǘŜǊƴŀƭέ ŘŀǘŀōŀǎŜǎ 

¶ Search a database on the World Wide Web and importing citations to Endnote. The records appear as imported files 

under All References in the Groups pane.  

 

 Manually typing/pasting reference 

¶ Cut and paste or manually type into a New Reference when there is no automated way to import the reference. These 

records  immediately appear in All references in the Groups pane. 

 

Add references by performing an Online Search of a library catalogue or database through EndNote  
 

Searching a database through EndNote  

1. In your EndNote Library, select the Web of Science in the Groups pane under Online Search 

 
 

2. The Preview/Search/Quick Edit pane, which was previously blank, now displays the name of the database ς ISI Citation 
Indexes at Web of Science (ISI) i,  (see illustration below)  
 

3. In the search boxes type the following search terms: cross cultural communication AND education AND Australia and 

change the fields to Title/Keywords/Abstract 

 

 

4. Hit the Search button and the next screen will look something like this: 
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5. This search has retrieved 6 results.  Click the OK button to import  these records into your Library. Refer to the image 

below  

 

(1) Here in the Groups pane you can see the number of results beside the name of the database/catalogue. 

(2) Here in the Library pane you can see the references imported. 

(3) Here at the bottom left of the screen EndNote tells you what you are looking at. 

(4) Here at the top in the Groups pane, All References group indicates you now have six (6) references in your library.  

The Unfiled group indicates that these references have not yet been put into My Group. 

 

 

Searching USQ Library catalogue through EndNote 

1. Follow the instructions for downloading the catalogue connection file in the box below.  

2. To select the USQ Library catalogue, go to the Online Search icon 

3. Enter your search terms in the search boxes. 

4. Retrieve 4 records for your EndNote Library. Note how they affect the Groups,  

You can import USQ Catalogue records from EndNote, however you must download the 

USQ catalogue file to your Online search (i.e. Connections) folder in the EndNote program. Go to 

http://www.usq.edu.au/library/services/staffresearch/endnote/usingendnote  and follow the directions located there  

 

http://www.usq.edu.au/library/services/staffresearch/endnote/usingendnote
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Before proceeding, you must check each imported record to be sure the data in each field is 

correct. Also you can add data if you wish. To be sure you enter data correctly check Appendix A 

 

What is an EndNote reference? 

Every record in EndNote is similar in that it has fields for data and is displayed in the Library pane according to the data stored in 

those fields.  The fields which are included depend upon the type of resource, or reference type, (e.g. book, journal article, 

webpage, map, standard). 

The following image illustrates how a record is displayed in an EndNote Library.  

 

Open the first record in the library and check it carefully. To open a record click on it once to highlight the record, then double 

click on it.  The display should look something like the example below:

 

Note the way data is entered in some, but not all, of the fields. Note the way authors/editors names are entered, as well as the 

punctuation and capitalization used for different reference types and fields. 

 Consistency of data entry for each field is VERY important (See Appendix A)  

If you would like to change the fields that are being displayed as headings see Appendix B. 

1. Ask yourself some questions about the data entered: 

a. Is the Reference Type correct?   

b. Does the way the title is written with all capitals or sentence case or some of both, matter? 

c. Is there anything I can add to make this easy to find later using the Quick Search function? 

 
 

 










































