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1. What EndNote can and cannot 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 5th which is widely used at AUT). 

 
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 number of guides to the APA 5th style are available on the Library website: 
http://www.aut.ac.nz/library/information_skills/managing_information/citing_references/  
 
Note: Word 2007 has a built-in referencing function which is accessed by clicking the 
References tab. This tab helps with inserting citations and formatting bibliographies and may 
by sufficient for simple referencing in Word documents. However, if you have EndNote X1 
installed on your computer, Word 2007 will no longer offer all the options for referencing. 
 

2. Training and help 
 
This guide is intended to teach you how to use the main features of EndNote X1. It does not 
show you everything about EndNote. There are several places you can go for help if you 
have difficulties: 
 

¶ EndNoteôs help feature is comprehensive. Simply click on Help on the EndNote menu 
bar. 

¶ EndNote manual ï 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 EndNote program comes with a sample library paleo.enl which you may find useful 
for practice. This is located in the Examples folder provided with EndNote X1. 

¶ The Libraryôs EndNote web page contains information, links and filters: 
http://www.aut.ac.nz/library/information_skills/managing_information/endnote/  

 
The Library is able to offer limited assistance with EndNote X1: 
 

Staff and postgraduate students ï City Campus: contact Robyn Ramage 
robyn.ramage@aut.ac.nz or phone 09 921 9999 ext.8519; North Shore Campus: 
contact Andrew South andrew.south@aut.ac.nz or 09 921 9999 ext 7331. 
 
Undergraduate students ï contact Library Help Desk phone 09 921 9999, City 
Campus ext. 8576, North Shore Campus ext. 7292. 

 
EndNote workshops are available for AUT staff through the CEPD programme and for 
postgraduate students as part of the Postgraduate Seminar Series. The AUT Library also 
offers introductory EndNote workshops for all students. 
 
Online video tutorials are available on the official EndNote website: 
http://www.endnote.com/training/tutorials/EndNote_X1-Large/EndNote_X1.asp  
 
This guide is based on EndNote X1 running on a Windows system. EndNote X1 is also 
available for Macintosh systems. Both versions are very similar and Mac users should be 
able to use this introduction. 

http://www.aut.ac.nz/library/information_skills/managing_information/citing_references/
http://www.aut.ac.nz/library/information_skills/managing_information/endnote/
mailto:robyn.ramage@aut.ac.nz
mailto:andrew.south@aut.ac.nz
http://www.aut.ac.nz/library/library_services/information_services/
http://www.endnote.com/training/tutorials/EndNote_X1-Large/EndNote_X1.asp
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3. Getting started with EndNote 
 

3.1 On campus 
AUT University has a license for EndNote which means 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 email ithelp@aut.ac.nz . 
 

3.2 Installing the software off campus 
AUT staff and students are able to install one copy of EndNote X1 on a home computer. You 
can download EndNote X1 from the IT Knowledge Base. Please note the Conditions of Use. 
Windows and Mac versions are available. 
 
Alternatively, if you take a blank CD to one of the Open Access labs on campus you can burn 
a copy of EndNote X1. 
 
Once you have downloaded the EndNote X1 file, double click on the EndNoteX1-installer.exe 
icon and follow the instructions on screen to install EndNote X1. If you have a previous 
version of EndNote on your computer, you should uninstall this before installing EndNote X1. 
You cannot 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 X1 on your home computer. 
 

3.3 Starting 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 5th reference style. The APA 5th 

style file supplied with the EndNote X1 program has been modified at AUT to bring it into 
line with APAôs 2007 revision of referencing rules for electronic information sources. 

 

¶ 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 ñReferencesò on the toolbar on the top of the screen so that the drop-down menu 
appears, then click óNew Referenceò from this menu. 

mailto:ithelp@aut.ac.nz
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4. Creating an EndNote library 
 

 To begin, you need to set 
up your own EndNote 
library: 
 
Create a new EndNote 
library >> OK 
 
 
 
 
 
[Alternatively, if you 
already have an EndNote 
library, click Open and 
Browse to the folder in 
which you have saved 
your EndNote library. 
Highlight the library >> 
OK] 

 
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 Untitled. 
 

 Do not save your EndNote 
library within the EndNote 
program folder. Instead 
you should save it where 
you would normally save 
your Word documents. For 
instance, on an AUT 
computer, you would 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 Customising the settings for the AUT environment 
 
Your new EndNote library will appear like this: 

 

 
You are now almost ready to begin entering references into your EndNote library but there 
are some settings you can change which will make it easier to use your library: 
 

¶ Click the Maximise button to make the library fill the screen (as shown below). 
 

¶ The currently active reference style is shown in this box. 
 

 

 

Note: if this toolbar is not showing, click: 

Tools >> Show Toolbar >> Main 

If the style is not showing as APA_5th_AUT click the 
down arrow to change it. 
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If APA_5th_AUT appears 
on the drop-down list, click 
on it. 
 
Otherwise, click Select 
Another Style. 
 

 

  

In the next window, scroll 
down to find 
APA_5th_AUT and 
highlight it. 
 
Click Choose. 

 
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. 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. 
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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. 
 

 
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: 

 

 
This view is called the library window and is where you will see a list of the references you 
have entered. 
 
 

4.2 Importing a journals term list 
If you are a health science student or researcher, it is likely 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 5th 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 D of 
this guide. 
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5. Entering references into an EndNote library (manual entry) 
 
There are three ways to input references into an EndNote library: 

¶ Type them in manually ï covered in this section; 

¶ Download (or import) them from a database or library catalogue - covered in Section 7 of 
this guide; 

¶ Search a database or library catalogue from within EndNote via a connection file ï this 
method is not in use at AUT due to firewall restrictions. 

 
We will manually add a reference to the new EndNote library we have just created. Click 

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

  

 

Example 1: a journal article 
We will add the details of this article to our new library: 

 

The default reference type is Journal Article. 
You can click on the drop-down box to view the 
other reference types. There are 39 different 
reference types plus a generic type which 
includes all fields. When you change the 
reference type, the available fields will change 
to headings appropriate for the particular 
reference type. You can also design your own 
reference types (see EndNote Help). 
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The first step is to choose the reference type which in this case is Journal Article (the 
default). Not all the information needs to be added to the EndNote record. The information 
which EndNote needs to create a correct citation is author, title, source and publication 
details. So, in the case of a journal article reference, you must complete the first 7 fields, at 
least. You can move between fields by pressing the Tab key or by clicking in the field you 
wish to move to. 
 
When you have finished entering the data the New Reference window should look like this: 
 

 
 
There are several points to note about entering a reference: 

 
¶ Author names can be entered in two ways, either: 

firstname lastname:   Anthony Bromley 
or 
lastname, firstname  Bromley, Anthony 

You can choose either style but if you choose the lastname, firstname style you must put 
a comma directly after the lastname. Instead of the firstname you may enter an initial. 
You may include a middlename (Bromley, Anthony Paul) or middle initial (Bromley, 
Anthony P). If you enter more than one initial, you do not need to enter full-stops but 
make sure there is a space between the initials. 

 

¶ Multiple authors must be entered on separate lines (see above). Press enter on the 
keyboard between each author name. 

 

¶ When entering a corporate author (that is, an organisation) in the author field you must 
enter the name with a comma directly after it, for example: 

Ministry of Health, 
If you do not do so, EndNote will assume Health is the lastname of the author and will 
cite it as Health, M. o. 

 

¶ Spelling and capitalisation must be entered correctly. This is most important for the title 
field. Most reference styles (including APA 5th) require that only the first word and proper 
nouns are capitalised in the title field (i.e. sentence-style capitalisation). So, in the 
example above, for the article title only the first word begins with a capital letter. 
However, for the title of the journal each significant word begins with a capital letter (i.e. 
headline-style capitalisation). If you are unsure of the rules regarding capitalisation it pays 
to check an APA 5th guide (or a guide to the reference style you are using). 
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¶ Note that some of the information you entered is in red. EndNote is adding these new 
terms to its Term Lists. Most EndNote users will not need to pay much attention to term 
lists but they are a useful indexing tool if you are creating an annotated bibliography and 
they help speed up entering and searching of libraries. See the EndNote Manual for more 
information and Appendix D of this guide for instructions about the journals term list. 

 
The above example shows 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, label, or notes fields. 

 
When you have completed the data entry, close the New Reference window by clicking the 

 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. 
Closing the new reference for the first time automatically saves it. 
 
You should now be seeing your EndNote library window containing one reference.  

 

  

 
The preview shows you how this reference would appear in a reference list formatted in APA 
5th style. This enables you to check that you have entered the data correctly. 
 
If you can see any errors in the reference that you have entered, it is easy to edit it. Double-
click the highlighted reference to re-open it and make any required changes to the data you 
entered, e.g. correct spelling mistakes or add missing data. When you close the edited 
reference, you will be asked whether you want to save the changes. Click Yes. (This is a 
new feature in version X1 of EndNote.) See Section 8.2 for more on editing references. 
 
  

 
 
 
 

If you highlight the reference, it will also appear in the 
preview pane at the bottom of the screen. 
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Example 2: a book 
Author: Ministry of Education 
Title: Assessment: Policy to practice 
Year of Publication: 1994 
Publisher: Learning Media 
Place of Publication: Wellington, New Zealand 

 
Create a new reference and change the reference type to Book by clicking the drop-down 

arrow next to Journal Article  
 
Remember to include a comma at the end of the corporate author name. 
 
Here is what the second reference should look like: 
 

 
 

Close  the reference to save it. Now enter this reference: 
 
 

Example 3: a book chapter 
Use the reference type Book Section. 
 
Author: A.N. Wiens, P.J. Brazil 
Title: Structured clinical interviews for adults 
Pages: 108-125 

 
In 
Title: Handbook of psychological assessment 
Edited by: Gerald Goldstein, Michel Hersen 
Year of Publication: 2000 
Publisher: Pergamon 
Place of Publication: New York, NY. 

Note that in the City field (the publisherôs 
location) it is not necessary to include an 
abbreviation for the state (NY) because 
New York is on the APA 5th list of major 
cities that are well known for publishing 
(see p. 217 of the spiral bound edition of 
the Publication Manual of the American 
Psychological Association, 5

th
 edition). 
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You should now have 3 references in your EndNote library: 

 
 
EndNote X1 includes a new facility which allows us to assign references to groups. We will 
return to this feature later in Section 8.1. For now, we will hide the group pane to simplify the 
display. To do this: click Tools >> Hide Groups. 
 
To close the EN library, click the black  button. This saves the library. Close the EN 

program with the red/white  button. 
 
 

6. Using 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 ñAdd-Inò on the Microsoft Word 2007 ribbon. 
 
When you install EndNote on your computer, the relevant Add-In will be added to Word. It 
will display as an EndNote tab. Click this tab and you should see the EndNote X1 functions. 
Roll your mouse over each function to see an explanation of what it does. 
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6.1 Inserting citations in the text ï method 1 

Open Word 2007 and create a short document. Display the EndNote functions by clicking the 
tab as above. We will insert some citations from the previously created EndNote library into 
this document. 
 
Open the EndNote program. Open your previous library as follows: click File >> Open then 
navigate to where you saved it. Double click on it to open. 
 
Now r Return to 

Word icon  on the toolbar in EndNote. If this icon is not showing, click Tools >> Show 
Toolbars >> CWYW/Add-in to display this icon. You can also press Alt+1 to return to Word. 
 

 
 
In your Word document, go to the end of the first paragraph and insert a space before the 
full stop. We will insert the Bromley reference at this point.. 
 

On the EndNote 
toolbar click the Find 
Citation icon. 
 
 
 
 
 
 
 
 
The EndNote Find 
Citation 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 Bromley in the 
Find box and then 
click the Search 
button. 
 
If the displayed 
reference is the one 
you require, click 
Insert. 
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EndNote takes you back to Word and inserts the Bromley citation at the point where you left 
the cursor, which should have been at the end of the first paragraph. It should look like this: 
 

 

 
 
 
Notice that the citation is 
immediately formatted into 
the current style which is 
APA 5th AUT (selected in 
EndNote) and a reference 
list is created at the end of 
the document. 

 
 

6.2 Inserting citations in the text ï 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. 
 
In EndNote, click on the Ministry of Education reference to highlight it, then hold down the 
Ctrl key on the keyboard and click on the Wiens reference. Both references should be 
highlighted. 
 

 

 
Click Tools >> Cite While 
You Write >> Insert 
Selected Citation(s). 
 

 
Alternatively, click the Insert Citation icon. 
 
EndNote takes you back 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 5th 
AUT style. Your document should now look like this: 
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The reference list 
now includes all 3 
references sorted 
alphabetically by 
the first authorôs 
lastname. 

 
 

6.3 Formatting the bibliography 
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 EndNoteôs Cite While You Write function.  
 
Instead, in Word, you should click the Bibliography button 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 5th  
AUT style. 
 
Click the Layout 
tab to make some 
changes. 

 


