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Overview 
¶ Bibliographic Software tools help you manage and publish personal information. 

¶ Hands-on practice with Endnote 

- Manuscript creation 

- Using library resources to populate an EndNote Library 

- Working within an EndNote Library 

- Getting Help 

-  

I.  Create a manuscript and bibliography 
 

Begin manuscript, add citations. 
 

1. Open Word .  Type a sentence. 

2. Select Tools pull-down menu, Select 

EndNote X3, Select Go to Endnote, Open 

Global EndNote Library. 

3. Select two or three records, using the 

mouse and holding the [CTRL]  key 

4. Return to Word , Select Tools, Select 

EndNote, Select Insert Selected 

Citations. 

 

The selected citations will be inserted in-text 

and a reference list will be generated. 

 
 

Insert citations using Find 
 

1. Type a second sentence. 

2. Select Tools pull-down menu, Select EndNote 

X3, Select Find Citations.  Search for 2001.   

3. Select citations from results then click on 

Insert button. 

 

Same result as above, with fewer steps. 
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Reformat a Bibliography 
 

1. Select Tools pull-down menu, Select EndNote X3, Select Format Bibliography . 

2. Click on the BROWSE button to the right of the Output Styles pull-down menu.  

 

 

 

            

3. From Style Manager  listings, select a style (eg. APA, Chicago, and Vancouver), then click OK . 

4. From Format Bibliography  window, click OK to re-format. 

 

The in-text citations and reference list will be re-formatted in the new style. 

 

 II.  Build an EndNote Library  
 

Export Ci tations directly into EndNote:  Web of Science 
 

 

1. Open browser to library homepage http://libraries.mit.edu. 

2. Go to VERA and type Web of Science in search box, open database. 

3. Search on ñglobal warmingò. 

4. At the bottom of the Results page, select All records in the Output Records box.  

5. Click on the Save to Endnote, RefMan, ProCite  button. 

6. The program will automatically open EndNote, select the Global database. 

 

 
 

 

The records will be saved directly into your EndNote database. 
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Export Citations directly into EndNote:  Proquest 
 

1. Go to VERA and type Proquest in search box, open Proquest Research Library. 

2. Search on ñglobal warmingò. 

3. At the Results page, Mark some records, then click the My Research tab to see them. 

4. At the Export  page, click on the Export  to EndNote option. 

5. The program will automatically open EndNote, select the Global database (you may need to browse 

your disk to find the directory with the EndNote databases). 

 

The records will be saved directly into your EndNote database. 

 

 

 

 

 
 
 

Direct Export from Google Scholar 
 

1. Go to Google Scholar via Vera. 

2. Select Scholar Preferences.  Select Endnote as Bibliography Manger. 
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 Import Records using Connection Files 
 

1. Select Online Search from Tools pull-down menu. 

2. Select MIT  from the Choose a Connection box. 

3. Enter a Title search for Imagining MIT  

4. This search retrieves 1 record. Click OK to confirm the search. 

5. The record will be saved to your open Endnote library. 

 

 

 

  

  

 

 
 

 

 



EndNote Basics 5 

 

III.  Working within your EndNote Library  
 

Find Full text  
 

 1. Select references in your Endnote Library  

 2. Select Find full text  from the References pull down menu. 

 3. Endnote will search for pdfs of these articles and attach them to the reference. 

 

 
 

 

 

Link to PDFs 
 

 
 

 

Create and Edit Records 
 

1. Select References pull-down 

menu, Select New Reference. 

2. Create a manual record, of your 

choice. 
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Preferences Menu, Show Preview, Search 
 

1. Modify display using Edit  pull-

down menu, Select Preferences, 

Select Display Fields. 

2. Sort records, re-size display fields. 

3. View records, Show Preview 

button. 

4. Search for records using 

References pull-down menu, Select 

Search. 

 

 
 

 Using Groups to Organize References 
1. Select references from master 

list. 

2. Right click, to add citations to 

existing group, or create a new 

group.  

 
 



EndNote Basics 7 

 

IV.  EndNote Support  
 

A. MIT Libraries Endnote Pages  (http://libguides.mit.edu/endnote) 

B. EndNote Pages  (http://www.endnote.com/support/ensupport.asp) 

 

 

 
 

C.  EndNote Alternatives:  RefWorks and Zotero 
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