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What is EndNote?
EndNote is a software program that works with Microsoft Word to automatically format in-
text citations and end-of-paper reference lists with your chosen output style (APA, MLA, 
Chicago, etc.). EndNote can also be used as a personal database to gather and store 
citation records from different information sources. In addition, EndNote allows you to run 
searches via direct connection to a database (BIOSIS, PsycInfo, etc.)

 Collect references (bibliographic citation information) while you are searching and 
store them in your personal library.

 Manage your references in your library by storing them in groups and attaching PDFs of 
full-text articles.

 Automate the process of adding citations and references when you are writing a 
paper and create bibliographies in the referencing style of your choice.

 Synchronize your downloaded and online libraries and share and collaborate with up 
to100 other people.

 Save time, be more organized, and let the software do the work of referencing for you!



EndNote: The Process

Create a Library

Import Your Citations

Customize Your Library

Incorporate into MS Word



What you can do 

with EndNote

Source: Clarivate Analytics Quick Reference Guide



EndNote Menu Bar (PC)

Navigating Major Functions

Source: Clarivate Analytics Quick Reference Guide



EndNote Menu Bar (Mac)

Source: Clarivate Analytics Quick Reference Guide



EndNote Toolbar 

CITE WHILE YOU WRITE™ (CWYW)

Source: Microsoft Word



EndNote X8 Upgrade Features

 Share your library with up to 100 other EndNote desktop users on X7.2 or later; providing 
teams with immediate real time access to the same set of references, attachments, 
notes and annotations

 Access the Activity Feed to see what your colleagues are doing in the Shared Library 
and when new members join

 New, modern, easy to identify icons – identical across both Mac and Windows

 Updated workflows for finding reference updates

 Every X8 library includes a built in Recently Added group which can be customized, 
allowing users to pick up right where they left off in the research workflow

 Configure Sync option in the Groups pane to simplify desktop activation process

 Utilize unlimited file attachment storage in your online library

 Cite While You Write for Microsoft Word 2016

Source: Clarivate Analytics Quick Reference Guide



Sign up and sync anywhere

Source: Clarivate Analytics Quick Reference Guide



EndNote Online and iPad App*

Source: Clarivate Analytics Quick Reference Guide

* $3.99 App purchase



Share Your Library

Source: Clarivate Analytics Quick Reference 
Guide

Track 
Invitations

Personalize
Invitations

Invite
Colleagues
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Collaboration

Invite
Collaborators

Join Other Teams



Cite References in Word

Find and Insert 
References

Open a Document 
in Word

Source: Clarivate Analytics Quick Reference Guide



Pick an 

Output Style

Edit and Manage 

Citations

Source: Clarivate Analytics Quick Reference Guide



EndNote Output Style Locator



Create Groups

Source: Clarivate Analytics Quick Reference Guide



Smart & Combined Groups

Source: Clarivate Analytics Quick Reference Guide

Combined Group

Smart Group



Questions? Need More Training?

LibEndNote@utsouthwestern.edu

214-648-2001

EndNote Tech Support

1-800-336-4474, option 4

M-F 8 a.m. to 4 p.m.


