
INSTALL ENDNOTE 20

 Please download the installation file from Software Library 

(software.nottingham.edu.cn) > Categories: Academic > 

EndNote

 Please find more information on the Library Website: 
Library > Teaching > EndNote.

Tip: Uninstall the old version of EndNote before you install EndNote 20.

Please contact IT Services (itservicedesk@nottingham.edu.cn) if you have any 

difficulties in installation.

https://nottinghamedu1.sharepoint.com/it/software/default.aspx
https://nottinghamedu1.sharepoint.com/IT/software/Lists/Posts/Post.aspx?ID=3
https://www.nottingham.edu.cn/en/library/teaching/endnote.aspx
mailto:itservicedesk@nottingham.edu.cn
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MAKE YOUR RESEARCH LIFE EASIER

Before:
write the references by yourself?

After:
automatically generate the 

references by using EndNote!



 Store and manage references 
from various sources.

 Easily insert in-text citations 
into your written work.

 Automatically create and 
format bibliographies in your 
chosen style.

Resources

EndNote 
Library

Your Paper

WHAT ENDNOTE CAN DO FOR YOU?



WORKSHOP CONTENT

1. Creating an EndNote library 

2. Adding references 

3. Using Cite While You Write (CWYW) in 
Word

4. EndNote Online



• Create a new library   

• Click File > New… and save 

the library to local location.

• Open an existing library

• Click File > Open Library…

1. STARTING ENDNOTE PROGRAM 

After you installed EndNote 20, go to Start > All Programs > EndNote to 

access EndNote 20.



Refer-
ences

NUsearch

Database

Export
PDF Files

Manual 
Input

2. ADDING REFERENCES



RIS is for 

EndNote desktop version.

Open your EndNote library 

first, then visit NUsearch. Find 

the resource you want.

Click the ” quotation mark.

Download the RIS file and 

open it with EndNote.

ADDING REFERENCES  
Importing from NUsearch - UNNC

http://nusearch.nottingham.edu.cn/


• Most online databases support direct export to EndNote                

(the icon and position may vary), like Web of Science, Scopus, ProQuest…

• After each export, double check every field to make sure the information 

is correct.

Tip: please find databases through NUsearch > Databases.

ADDING REFERENCES  
Importing from online databases

http://apps.webofknowledge.com.ezproxy.nottingham.edu.cn/WOS_GeneralSearch_input.do?product=WOS&search_mode=GeneralSearch&SID=7B85QJjTFGV4saoC84I&preferencesSaved=
https://www.scopus.com/search/form.uri?display=basic#basic
https://search-proquest-com.ezproxy.nottingham.edu.cn/?accountid=16676
http://nusearch.nottingham.edu.cn/


• Choose Edit > Preferences > PDF Handling > PDF Renaming Options

to standardize the file names.

• Choose File > Import > File/Folder to Import PDF files or folders.

NOTE:

PDF files will not 100% work. 

ADDING REFERENCES  
Importing from PDF files

Locate the PDF file

Set the Import Option to PDF



• Click the New Reference icon in the icon bar.

• Choose References > New Reference in the menu bar.

ADDING REFERENCES  
Last choice - Manual input

Author can be entered in the format of:

Last, First Middle (comma after the last 

name). 

If more than one author, enter one author  

per line.

It’s important to select the correct 

Reference Type first.



Please SEARCH the publications below, and ADD them into your EndNote library.

PRACTICE Ⅰ
SEARCH and ADD

Methods Publications Notes

NUsearch ① Harry Potter and the Order of the Phoenix
Double check the information
after you import it.

Databases:
Web of Science

② Estimating standard errors in finance panel 
data sets: Comparing approaches

Export it directly from Web of 
Science.

PDF Files
③ The economic impact of on-screen tourism: 
The case of The Lord of the Rings and the Hobbit

Download the PDF first in 
NUsearch, and then import 
the PDF.

Manual Input ④ Create a new reference E.g. make up your own book

http://nusearch.nottingham.edu.cn/
http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&SID=8Eg5shpIZmn8AfMU1ne&search_mode=GeneralSearch


CWYW - insert citations and format bibliography in your paper

3. CITE WHILE YOU WRITE (CWYW) IN WORD

Click Insert Citation, 

or Insert Selected 

Citation (s).

If you wish to modify a citation, e.g. 

exclude authors, add page numbers, 

or remove a citation, please do NOT

edit directly in the text, instead, use 

Edit & Manage Citation(s).

Apply an output style. 

Use Select Another Style

to open the style list. 



Highlight the citation that you 

would like to edit.

Choose Formatting to exclude 

author, year or show only in 

bibliography.

Please use Suffix to add page 

numbers, as some output styles 

could not recognize Pages.

EDIT CITATIONS
Edit & Manage Citations



Please INSERT citations (from your EndNote library) to your Word document.

PRACTICE Ⅱ
INSERT CITATION



PRACTICE ANSWER
INSERT CITATION (APA 6th)



 Choose Tools > Output Styles >
Open Style Manager

 First check Get More on Web…, 

search style/journal name and 

download it.

http://endnote.com/downloads/styles

 If you couldn’t found it, select one 
closest to your need, then click 
Edit to modify it.

EDIT AN OUTPUT STYLE IN ENDNOTE
If you can not find a style that matches your needs exactly

http://endnote.com/downloads/styles


Method 1: Copy both the .enl file and the .data folder together.

Method 2: Choose File > Compressed Library, and copy the .enlx file.

Method 3: Sync with an EndNote Online account for safer storage.

SAVE YOUR ENDNOTE



 EndNote Online serves as the web and mobile version. 

 It is free and can be used anywhere with Internet connection.

 Register an Endnote Online account

https://www.myendnoteweb.com

4. ENDNOTE ONLINE
www.myendnoteweb.com

https://www.myendnoteweb.com/
http://www.myendnoteweb.com/


EndNote EndNote Online

Access
Desktop software can be installed 
on personal computers, and can be 
worked offline

Web based, need Internet 
connection

License Yes Free

Save, organise and share references
Yes                                                                                       

(need online account)
Yes

Cite and format papers with 
bibliography

Yes                                                                     
Yes                                                                                            

(need to download and install plug-
in for Word)

Edit output styles Yes No

Importing
Directly from most online databases, 

or as RIS file
Directly from most online databases, 

or as RIS file

ENDNOTE VS. ENDNOTE ONLINE



If you have any references already in EndNote online or desktop:

 Remove duplicates

 Place all in groups

 Empty the trash

Choose Library > Sync, or click Sync Configuration > Sync now. 

Enter your EndNote Online account. 

SYNCING ENDNOTE AND ENDNOTE ONLINE

NOTE:

Sync works with only one library and only one EndNote online account.



SWITCH MODE IN WORD

If you want to switch to EndNote Online mode in Word:

EndNote 20 > Preferences > Application > EndNote Online



EndNote (UNNC Library):

https://www.nottingham.edu.cn/en/library/teaching/endnote.
aspx

EndNote Training & Support (Clarivate): 

https://www.endnote.com/training

MORE INFORMATION

https://www.nottingham.edu.cn/en/library/teaching/endnote.aspx
https://www.endnote.com/training


CONTACT US

Library@nottingham.edu.cn

WeChat: UNNC_LibraryAsk a Librarian

mailto:Library@nottingham.edu.cn


GIVE US YOUR FEEDBACK

We would like to hear from you!

Please scan the QR code for a short survey.


