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Registering and creating an account 
 

1. Connect your computer to the HVO network. 

2. Go to: https://my.endnote.com 

3. Click Register and follow the prompts to create an account. 

 

 
 

4. The Online HELP http://www.myendnoteweb.com/help/en_us/ENW/help.htm in 

EndNote Online is very useful. 

5. When you have registered your account, roaming access is possible for twelve 

months before you need to log in through the VUC network. 

 

Downloading and installing the “Cite While You Write” EndNote Plug-

In for Microsoft Word 

 
1. From EndNote Online click the  Downloads tab. 
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2. Select the Installer most appropriate to you, Download Windows or Download 

Macintosh. 

 

 

3. A new window will open. Continue by following the instructions on the screen. 

 

4. Open Word. Note that an extra tab for EndNote appears. Click link. 

 

 
 

5. If EndNote Online is not open, you may be prompted for your EndNote e-mail 

address and password. 
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6. The EndNote Toolbar opens in Word. Select your preferred Style. 

Example: APA 6th edition 

 

 

Collecting references in EndNote Online 

 
Two options:  

1. Add references manually  

2. Search in a database (e.g. Oria or Web of Science) and export citations directly to 

EndNote 

 

Entering records manually 

 
1. Select the tab labeled Collect 

 

 
 

2. Now select New Reference 

 

3. Select the appropriate Reference Type (e.g. Book, Journal Article, Book Section, etc.) 

EndNote will display   the fields you need to fill in for that reference type (Author, 

Title, Editor, Journal, etc.) 

 

4. Fill in the appropriate fields. 

5. The reference is automatically saved. 
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Reference type Book  –  Example 

 

 

 

Reference type Book Section  –  Example 
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 Reference type Journal Article  –  Example 

 

 

 

Searching in the database Oria and exporting citations directly to EndNote 

 
1. Log in to EndNote Online in a separate tab or browser window. 

2. Run a search in Oria. 

3. From the list of results, select the citation you want to save by clicking  … to the right and 

then EndNote. 

 

 

 

4. EndNote Online should pop up on your screen 

5. Click the My References tab 

6. Now, click Unfiled References from the left side of the screen to find the new citation. 

7. Check that all the fields have been imported correctly. If not, you have to edit the 

reference. 
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8.  It is recommended that you put references into Groups. This is discussed later on in the 

guide. 

 

Editing references 

 
1. From your EndNote Library click the title of the reference you wish to edit. 

2. Make the required changes. 

3. Close the reference (save if prompted). 

 

Removing duplicates 

 
Select Organize and then Find Duplicates. EndNote will scan the Library. 

 If duplicate references are detected, these will be shown. 

 

 

Deleting references 

 
1. Click the check box to the left of the record you want to delete 

 
 

2. Click the Delete button at the top of the page. 

 

Organizing references into groups by topic 

 
All references imported into EndNote are stored in your “Unfiled” stores until you copy them 

to a group in your library.  The “Organize” tab gives you the option to create groups. Groups 

can be used to organize your references in a more coherent manner, for example by topic. 
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Creating a group 

 
1. Click the Organize tab which will display the Manage My Groups page. 

2. Click the New Group button in the bottom row. 

 
3. Enter a name in the New Group dialogue. 

4. Click the OK button. 

 

 
 

Adding references to a group 

 
1. From your EndNote Library click the check box to the left of the record(s) you want to 

add to a group. 

 
 

2. Choose group from the drop-down list, and your reference(s) is added to that specific 

group. 
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Attaching files to a reference 

 
Two options: 

1. Viewing a list of references 

a. Click the file attachment button to open the File Attachments window. 

 

b. Click Attach Files 

 

c. Click Browse to find the file you want to upload 

 

d. When you have selected the file(s), click Upload. 
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2. Viewing the full reference 

 

a. Click Attach files. 

b. Follow the same steps as above. 
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Selecting bibliographic styles 
 

To choose your favourite bibliographic styles, click the Format tab, and then the Bibliography tab. 

Under Bibliographic style you can select your favourites. The styles you select as favourites are the 

same styles that will appear in the style window in Word. 

 

Cite While You Write (Word) 

 

Selecting a style  

 
EndNote includes a great number of different styles. With your Word document open, select 

the preferred style for your paper from the drop-down list in the EndNote toolbar. 

 

 

 

Inserting citations while you are writing in Word 

 
While you are writing your paper, you can easily find and insert citations using EndNote’s 

citation tool. This tool searches all references in your library. 

To find and cite your source: 

1. With your Word document open, place the cursor in the location where the citation 

should appear. 

2. Click the Insert citations button in the EndNote toolbar. 
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3. The Find and Insert My References dialogue will appear. Enter a search term in the 

Search field to find the reference to insert. 

 

 

4. Select the reference and click the Insert button. 

5. The citation appears at the cursor location, formatted according to the bibliographic 

style specified. The reference information is also automatically added to the 

bibliography. To add pages within the brackets, follow the instructions as explained 

under “Editing citations within Word” on page 13. 
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Editing citations within Word 

 
You can use EndNote’s Edit & Manage Citations tool both to add or exclude information in 

the citation, and to add or delete a citation. To delete a citation, follow the steps below and 

use the “Remove” option in the “Edit Citations” window. 

To edit a citation: 

 In your Word document, highlight the citation to edit. 

 Click on the Edit Citation(s) button in the EndNote toolbar. An “Edit & Manage Citations” 

window will appear. 

 Select the appropriate edition option(s). The options available are: 

1. Exclude author – removes the author’s name in the selected citation 

2. Exclude year – removes the year in the selected citation 

3. Prefix – adds the prefix entered in the Prefix field to the citation 

4. Suffix – adds the suffix entered in the Suffix field to the citation 

5. Pages – adds the page numbers in the citation 

6. Remove citation – Removes the reference highlighted in the “Edit Reference” 

window from the citations. Note: use this option to delete citations. This will ensure 

the removal of all field codes. 

7. Insert citation– launches a “Find Citation(s)” window to select an additional 

reference to add to the citation. 

 

 

  

Drop-down list: 

6) Remove citation 

7) Insert citation 

1) 

2) 

3) 

4) 

5) 
312 
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Formatting your bibliography (reference list) in Word 

 
Each time you find and insert a citation in your document, the bibliography automatically 

formats according to the style selected. You can change the bibliographic style or other 

layout options in the “Format Bibliography” window. 

To format your bibliography: 

 Click  the arrow key  to the right of the Bibliography button in the EndNote 

toolbar.  

 In the Format Bibliography dialogue, select the style from With output style drop-

down list 

 If desired, click on Layout to modify the font and size for the references in the 

Bibliography 

 Add a title in the Bibliography Title field, such as “Reference list” or “Worked cited”. 

 Click the OK button 

 This will format your citations and bibliography according to the style and 

appearance specified. 

 

 

 

Updating citations and bibliography in your Word document 

 
When you edit or make changes in a reference in your EndNote library, the reference is not 

automatically updated in Word. 
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To update the reference in Word: 

1. On the EndNote toolbar in Word select Convert Citations and Bibliography, and then 

Convert to Unformatted Citations. 

2. Now click on Update Citations and Bibliography, and the reference is updated. 

 

 

 
 

If the first author’s name, year or title of the record has been changed, then Cite While You 

Write may have problems finding the updated reference which you are referring to, and a 

reference in red fonts appears. 

 

Just search for the correct author or title to locate the reference, and then click “Insert”. 

Your document should then be updated accordingly. 
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Removing Field Codes before final submission 

 
To prepare a document for final submission, you need to create a copy that does not contain 

the field codes that EndNote uses during the writing phase. 

Save the formatted citations and bibliography as text: 

1. Open your finished and formatted Word document 

2. On the EndNote toolbar, select Convert Citations and Bibliography and then Convert 

to Plain Text. 

3. Save the document under a new name. 

o A message will appear explaining that it will create a new copy of the document, 

which you then have to save. It will not be possible to reformat the references 

and bibliography in the new document using EndNote. 

o The original document will not be changed and will still contain EndNote field 

codes. Keep the original document in case you need to reformat, add or edit 

references. 

 


