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1. Set up EndNote to suit yourself 
 

Using the computer in your AUT office, your laptop or your computer at home, you can be 

more efficient by making some small changes to customise EndNote. While these changes 

can also be made on PCs in open access labs and postgraduate study rooms, they will not 

save permanently and so you would need to do them for each session. 

 

1.1 Set a default library 
You can set a default library to automatically open each time you start the EndNote program. 

With the library of your choice open, click Edit>>Preferences. 

 

 

Click Add Open Libraries 
and the path to your 
currently open library (or 
libraries if you have more 
than one open) will appear 
in the box. 
 
Click OK. 
 
 
Next time you start 
EndNote this library will 
open. 

 

  

 
If you wish to change your 
choice of default library, 
highlight it and click 
Remove Library. 
 
Click OK. 
 
Note: you can only remove 
one library at a time. 

 

 



Page 2     Getting Organised with EndNote X1 
March 2009 

1.2 Get the APA 5th style every time 
Sometimes when you start EndNote you find that the current reference style displayed on the 

toolbar of your library window is not the one you want, for example often the style showing is 

Annotated. This can be changed by choosing APA 5th or Select Another Styleé from the 

drop-down menu alongside the current style on the toolbar. However, you can avoid having 

to go through these steps each time you use EndNote by making a 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. You should see 
that Annotated is 
highlighted and has a tick 
beside it. Scrolling down, 
you will see that 
APA_5th_AUT is not 
ticked. 

 

 

Click in the tick boxes to 
remove the tick from 
Annotated and add a tick 
to APA_5th_AUT. Click to 
highlight this style 
 
Close this window. 
 
Next time you open an 
EndNote library the 
current style should show 
as APA_5th_AUT. 
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2. Tag your EndNote references to make them easier to find 
 

EndNote X1 has introduced a Groups feature which allows you to create groups that are 

somewhat like the folders you might create on your computer to store files. You may assign a 

reference to one or more groups. For more information on Groups, see the AUT Libraryôs 

guide: Using EndNote X1. 

 

In addition to using the Groups feature, you can also ñtagò your references in various ways to 

make it easier to find the references you require for a specific task or purpose. There are a 

number of fields that can be used for this purpose. Open any reference to view the available 

fields. 

 

 

Useful fields include: 
Label 
Keywords 
Notes 
Research Notes 
Call Number 
 
These fields occur in every 
reference type and can be 
found by scrolling down 
beyond the first 6-10 fields 
which are the essential 
ones to fill in to create a 
complete reference list 
entry. 

 

Consider adding information to these fields which will help you to categorise your references 

by subject and/or intended use, to identify items that you intend to request via interloan, or to 

remind you of the reason you considered the item to be worth tracking down. Using the 

program in this way turns your EN library into your own database in which you can easily 

locate the items you want. You may add as much or as little data in these fields as you 

choose. It pays to be consistent with your entries to make the searching process (see 

Section 3) more successful. 

 

Note: the references in a group may not necessarily all have the same tags. 

 

2.1 Label 
Possible entries in this field include: 

- The filing number or location of a hard copy document; 
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- Which part of your thesis or which project is it for? For example, chapter 5 or Sydney 

conference paper; 

- Do you need to follow up on this reference in some way? For example, request by 

interloan. 

  

For the purposes of 
illustrating how this field 
can be used, we will add 
some text to the Label 
field of the reference we 
have opened. 
 
Notice that some data is 
already present in the 
Notes field because this 
reference was exported 
from the Scopus database 

 

We will return to this reference in Section 3. 

 

2.2 Keywords 
Use this field to indicate the important subjects in the reference. When you export a 

reference from a database into your EN library, some keywords may come across 

automatically. You may edit these as well as add any further keywords (or phrases) you 

wish. Keywords and phrases can be entered on separate lines or separated by a semi-colon 

or a backslash. 

 

You should try to maintain consistency in the keywords you use. This is important when you 

wish to search for all references containing a specific keyword or phrase. 

 

2.3 Notes 
There are many possible uses of this field. You might use this field to add an explanation of 

why you thought this reference could be a useful one to follow up on, for example: Cited in 

Smithers or Recommended by Joe Bloggs. You might use it to include a direct quotation 

which you intend to use (make sure to include the exact page number(s) for the quotation). 

Sometimes when you export references from a database or a library catalogue, data will be 

transferred into this field. This information may be useful (for example, some databases will 

add the date of export and the name of the database) but is not necessarily so and you may 

choose to delete it. 

 

2.4 Research Notes 
This can be used in a similar way to the Notes field but, again, it pays to be consistent and 

stick to using one particular field for a specific type of information. 
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2.5 Call number 
This is another useful field which may already contain data if you import a book reference 

from the AUT Library catalogue. You may wish to add the AUT Library location to the call 

number (or this data for any other library you use), for example: 

City Campus Main Collection 378.240941 DEL 

 

 

3. Find what you want in your EndNote library 
 

Rather than relying on your memory to find a particular reference or several related 

references in your EndNote library, use the Search function to search your whole library in 

much the same way as you would search a database. Click References>>Search 

References or Ctrl+F or the  button on the toolbar to open the Search dialog box. You 

can adjust the search parameters in a variety of ways. You can also construct a search with 

several parameters, ie search for a combination of words and phrases across several fields 

at once. 

 

In this example we 
are searching for any 
references which 
include a word 
beginning with 
mentor in any field. 
 
Click Search at the 
bottom of the box. 

 

 

The search finds 7 
references out of our 
total of 47 references 
and these are 
assigned to a 
temporary group 
called Search 
Results. 
 
 
 
To return to the 
display of the 
complete EndNote 
library, click All 
References.  
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The Search function is particularly useful if you have adopted the practice of tagging your 

references in meaningful ways at the point at which you have entered them into your 

EndNote library. In this example, we will search for the reference which we have previously 

labelled as being pertinent to chapter 5 of our thesis. 

 

 

Type thesis chapter 5 
in the first search box 
and choose the field 
you wish to search 
from the drop-down 
list, in this case: 
Label. 
 
Click Search at the 
bottom of the box. 

 

Note: as an alternative you can use the Quick Search box on the EndNote toolbar but this 

provides a less precise search. A word or phrase entered in the Quick Search box will be 

searched in all fields of all references. Press <Enter> to execute the search. 

 

Resist the temptation to create separate EndNote libraries for different purposes as this can 

give you problems when trying to use more than one library with a Word document. It is 

much better practice to have only one permanent EndNote library (plus a backup copy) and 

to use Groups to organise subsets of references and/or to search in the Label, Keywords, 

Notes or other fields to extract the subset of references you need for any particular project or 

piece of writing. 

 

 

4. Edit a field in several references at once 
 

You may sometimes wish to perform the same editing operation on a number of references 

in your EndNote library, i.e. to make a global change. For example, you may want to enter, 

delete or add to the data in a particular field. Rather than do this one reference at a time, you 

can do it in one step using the References>>Change and Move Fields function. 

 

Suppose the plan for your thesis includes a chapter on mentors, say chapter 3. We will find 

all the references in your EndNote library about mentors and then label each of them with 

Thesis chapter 3 so that you can retrieve them all later when needed. 

 

First you need to find the appropriate references and display these as a subset in the library 

window. Either: 
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(a) Scroll through the references and highlight all the ones you wish to operate on. To do 

this, click the first reference to highlight it then hold down the CTRL key and highlight each of 

the others. Then click References>>Show Selected References. 

or (b) Use the Search References function as shown in Section 3. 

 

For this example we will continue working with the set of 7 references retrieved in the search 

in Section 3. 

 

On the toolbar, click 
References>> 
Change and Move 
Fields. 
 
If this option is 
ñgreyed outò, click 
somewhere in the 
white space of the 
library window and 
the command should 
then revert to an 
active one. 

 

 

Select the Change Fields 
tab and then choose the 
field you wish to change 
from the drop-down list, in 
this case: Label. 
 
Select Insert after fieldôs 
text: and type an 
appropriate entry in the 
box on the right. 
 
Click OK. EndNote will ask 
you to confirm the 
changes. 

 
Each of the selected references will now have ñThesis chapter 3ò in the Label field. 

 

5. Use one reference to make several similar references 
 

If you wish to cite more than one chapter from an edited book, an easy way to do this is to 

create one reference, then use copy, paste and edit techniques to create the references for 

other chapters from the same book with the minimum of re-keying. 
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Enter the information for 
the first of the chapters 
you wish to cite, using the 
Book Section reference 
type. Remember to 
include the page numbers. 
 

 

 

Close the reference and 
check the preview pane to 
make sure it is correct. 
 
In the library window, right 
click on the highlighted 
reference and click Copy. 
 

 

  

Right click again and 
choose Paste so that a 
duplicate reference 
appears in the library 
window. 
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Open the duplicate 
reference and replace the 
Author, Title and Pages 
fields with information 
relating to the second 
chapter you wish to cite. 
You will not need to 
change any of the 
information about the book 
itself. Close the reference. 

 

  

You now have two correct 
references for two 
chapters from the same 
edited book. 
 

 

6. Access full text articles from your EndNote library 
 

If you have access to the full text of a journal article in electronic format, you may wish to 

have easy access to this from your EndNote library rather than maintain a file of hard copies. 

You can create this access by actually storing the PDF with your EndNote library or by 

including a website address (URL) in the EndNote reference. 

 

6.1 Link to PDF 
To link a PDF to a reference in your EndNote library: 

(i) Find the article you want in a database and export the reference into your EndNote 

library. 

(ii) Return to the database and open the PDF of the article. Save it to a temporary location 

on your computer, eg desktop. You can delete the PDF from your desktop once you have 

inserted it into EndNote. 
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(iii) Highlight the reference 

in your EndNote library. 

 

(iv) Right click the 

reference and select File 

Attachments>>Attach 

File. (alternatively, click 

References>>File 

Attachments>>Attach 

File) 

 

(v) The Select a file dialog box opens. Locate the PDF which is saved on your desktop, 

highlight it and click Open. 

 

 

The File Attachment 
icon will appear next 
to this reference in 
the library window. 

 

To open the document, either: 

(a) Highlight the reference in the EndNote library window, right click and choose File 

Attachments>>Open File; or click References>>File Attachments>>Open File. 

(b) Open the reference, scroll down to the File Attachments field and double click on the 

PDF symbol to open the document. 

 

This method creates what is called as a relative link to the PDF file. This means that a copy 

of the PDF is stored in the data folder associated with your EndNote library. This folder is 

automatically created when you create an EndNote library and has the same name with the 

file extension .Data. If you share your EndNote library with a colleague you should also share 

the data folder (see Section 8: Compress your EndNote library and its data folder) 

 

Notes 

1. If you prefer, you can create an absolute link to the PDF which means adding a pathway 

to wherever you have stored the PDF on your computer. To do this, use the above 

procedure, steps (i) to (v) but at step (v) uncheck the box Copy this file to the default file 

attachment folder and create a relative link. Using this method, you will not be able to 

share the document with a colleague. 

2. If you wish to, you can later convert an absolute link to a relative link: right click the 

reference, select File Attachments>>Convert to Relative Links. 

3. You can attach more than one file to an EN record. 
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4. Another way to link a file to the File Attachments field is to drag and drop the file onto the 

reference in either the Library window or the Reference window. Whether the file is saved 

in the .Data folder (a relative link) or is linked with an absolute path to its original storage 

location is determined by the default file attachment setting (see 

Edit>>Preferences>>URLs & Links to change this). 

 

6.2 Add a persistent URL 
Storing a large number of PDFs may use up your memory allocation so an alternative is to 

include the URL in the EndNote reference so that you can link to the full text of the article on 

the Internet. Often when you look at a full text article in a library database or on a publisher's 

website, the URL associated with the article is dynamic, meaning that if you save it and try to 

use it to access that article later, it will no longer work. Fortunately, many databases 

subscribed to by the AUT Library now have permanent web addresses known as persistent, 

stable or durable links that allow easy incorporation into your EndNote library and will give 

you straightforward access to the article at a later date. Furthermore, many online journal 

articles now have an assigned DOI (Digital Object Identifier) which is guaranteed never to 

change and can be used to link permanently to the online document. 

 

When you directly export a reference from a database into an EndNote library, sometimes a 

URL will be included, but you need to check that it is the correct format for a persistent link 

and, if necessary, replace with a persistent link. See the AUT Libraryôs guide: Referencing 

with persistent links: DOIs and URLs for advice about including DOIs, URLs and database 

names in your EndNote records. That guide also includes detailed instructions for finding 

DOIs and persistent URLs in a number of Library databases. 

 

7. Make Word documents independent of EndNote 
 

7.1 Create a standalone reference list 
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. This could be for a purpose such a course reading 

list. 

 

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 menu and Select Another Style. 
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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. 
 

 

Open a Word document. Click Edit>>Paste to produce the list of selected references. You 

may safely edit this document using normal Word editing as it has no links to the EndNote 

library. 

 

7.2 Remove field codes 
EndNoteôs Cite While You Write function places field codes around and inside your formatted 

citations in Word. Each formatted citation in your Word document is saved with embedded 

reference data in the document. The document contains a ñTraveling Libraryò of references 

cited. 

 

Click on any of the in-text 
citations and you will see 
that the whole citation will 
be shaded mid-grey. This 
indicates that this part of 
the document has field 
codes around it. 

 

Because reference data is kept with each formatted citation, you can collaborate with other 

authors on a paper without each author having the same EndNote library, provided that you 
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are all using the same version of Word. However, if your collaborator uses a different word 

processor or an incompatible version of Word, you should remove the field codes to share 

your final document. In addition, most publishers require that field codes be removed. 

 

Removing field codes saves the formatted citations and bibliography as text, and does not 

allow reformatting. It removes only Cite While You Write field codes, and not all other Word 

field codes. 

 

In Word 2007, on the 

EndNote tab, click 

Convert Citations and 

Bibliography and select 

Convert to Plain Text. 

 

 

As a safety precaution, the 
Convert to Plain Text 
command makes a copy 
of your document without 
the field codes.You will get 
this warning message. 
Click OK. 

 

A copy of the document, without field codes, appears in a new document window. Save this 

in the usual way. 

 

Notes 
1. The copy does not contain Cite While You Write field codes, so you cannot reformat your 

bibliography with Cite While You Write. To reformat, start with the original document, 

which retains EndNote field codes. 

2. If you are working with master and subdocuments in Word, the Convert to Plain Text 

command warns that it will strip codes from the original documents. You should first 

manually save copies of the master and subdocuments, and convert the copies to plain 

text, ie remove the field codes. 
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8. Compress your EndNote library and its data folder 
 

If you wish to send your EndNote library by email (eg to a research collaborator), you must 

also send the associated data folder which contains any linked PDFs as well as various other 

important sub-files. You can do this by using the Compress Library function. From your 

EndNote library window, click File>>Send To>>Compressed Library and the Send to 

Compressed Library dialog box will open. 

  

The compressed library 
will have the same 
filename as your library 
but with the file extension 
.enlx . Choose a location 
to save the compressed 
library and click Save. 
 
This is also a good way of 
making a backup copy of 
your EndNote library to 
save to a USB drive or a 
disk. 
 

To regenerate the EndNote library and the data folder from the compressed library file, 

double click on it. This will extract the .enl file and the .Data folder to the same folder in 

which the .enlx file is located. This is possible with EndNote X or later. 

 

9. Import a pre-existing Word reference list into EndNote 
There is no especially easy way of doing this. A fairly straightforward way, and one which 

involves the minimum of re-keying, is to copy a single reference from your Word document 

and simply paste the whole thing into the title field of an EndNote reference. Then move the 

data into the appropriate fields using cut and paste (or drag and drop) techniques. Repeat 

this for each reference. You will need to remove extraneous punctuation and spaces and 

ensure you have each author on a separate line. Duncan Branley from Goldsmithôs College 

has written an excellent guide on this procedure which is available at: 

http://homepages.gold.ac.uk/duncan/biblio/importing-wp-biblio.pdf . If you have a lengthy 

reference list, you may find it worth following Duncan Branleyôs method B (in the same guide) 

which involves some preliminary reformatting of your Word document containing the 

reference list, then importing it into your EndNote library using a special filter which he 

provides on his website: http://homepages.gold.ac.uk/duncan . This procedure, if followed 

correctly, will create one new reference in your EndNote library for each of the items in your 

reference list. All the information for each reference will be in the title field so you will still 

need to edit each one, as above, by moving the data into the appropriate fields. The default 

reference type in this process is Journal Article so this may need to be changed for individual 

references. 


