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Creating a New Library in EndNote & Entering References

Open the EndNote software program:  

A library is a collection of references that you compile in EndNote.  EndNote recommends that you 
keep all your references together in one main library; doing so will facilitate retrieval.

To create a New (empty) Library choose File/New on the top menu bar. Give it a name.  References 
may be entered manually in pre-defined templates, e.g. journal article, book, book section, web 
page, personal communication, computer program, et al. (You can also create a template.)

Select References from the EndNote menu bar.  Then select       
New Reference.  (On Macs, choose the New Reference icon on 
the Library Toolbar.)

Under Reference Type, Choose the template you wish.  A blank 
new reference screen will appear.(See page 2)

Guide to EndNote for Macintosh and Windows
EndNote is a bibliographic management software package. It enables you to store ref-
erences and easily place them in papers created in a variety of word processing pack-
ages.  It can also be useful for keeping track of reprint files. MUSC has a site license 
for EndNote: check out a CD from 4th floor Library desk to install on your com-
puter or download from OCIO-IS http://www.musc.edu/infoservices/software/.  BE 
SURE to install updates and enter the URLs for Find Fulltext (www.library.musc.edu/page.
php?id=1640)

The opening screen of the EndNote program presents a 
choice of creating a library on EndNote Web.  If you wish 
to do so, follow the directions.   You can use the Web 
Library on computers without the EndNote software and 
exchange references between the Web and the Desktop 
Libraries.
Always save a copy of your Library as back up on your 
computer! File, Send to, Compressed Library to save all 
parts. (Homeroom, travel drive, anywhere, but save a 
copy!)
The following instructions are for the desktop version.
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Author Field
●Enter 1 author per line.  If the name is too long 
for a single line let it wrap.  
●Enter as Doe, J.  J. 
     CONSISTENCY IS IMPORTANT!
●Groups or corporate names should be entered followed 
by a comma. e.g.  OBGYN Study Group,
●Names which include family designations such as Jr. 
should be entered in the following format:  Last name Jr., 
first initial.  second initial.
●If using initials be sure to follow with a period.  
●When a style is selected to format a paper, EndNote 
will add et al or and others as is appropriate to the style. 
Don’t worry about the display on the screen.
 

Titles of the article or chapter
●Do not place a period or any other punctuation at 
the end of a title.
●Do not press the return key when typing titles, let 
long titles wrap.  
Year
●Enter year as 4 digits:  1998    When appropriate enter 
in press, submitted, etc.
Pages
●Enter as:   1442-1449   (all digits)

Journal 
●Enter the full title in the Journal field.
●Enter an abbreviated title in the Alternate Journal 
field.   If you know you have to use abbreviated journal 
titles in the manuscript, be sure to import these abbrevia-
tions before entering any references to your library from    
http://www.library.uq.edu.au/faqs/endnote/journal_terms.html  
(Choose any of the lists - Medicine (NLM), Biosci-
ences (Biol. Abstracts) or Chemistry (ACS), then use the 
browser ‘save page as’ command. Save as a text file.)  In 
EndNote, open Tools, Open Term Lists, Journals Term 
List.  Change to the Lists Tab and import the saved list.

It may ask: 
Save changes to the record before closing?  Click Save.

Each part of a record; author, title, journal etc., is known as a field.  Use the tab key to move 
between fields.  Use the return key to go to new line within a field.

Completed new reference.

Blank new reference form.
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New references can be entered manually into an existing Library in the same way 
they are entered into a new Library.  Records can also be downloaded from searches 
in bibliographic databases such as PubMed and imported into a new or existing End-
Note Library.  (See page 4 for instructions.) Your EndNote Library size is only lim-
ited by the amount of memory on your computer!  If you have several grants, you 
can enter the grant number in the Notes field in order to search/sort references when 
preparing manuscripts or grants later on.   Here is an example of an EndNote Library: 
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If you have a pdf of an article on your computer, you can embed this in the EndNote 
Library.   To attach a pdf to a reference, have the individual reference open,  highlight 
the File Attachment field,  then go up to the pulldown menu called References and 
choose File Attachments and select Attach File.   
Navigate to the pdf on your computer and choose it.  It will now be included in this 
EndNote Library reference.  In EndNote X4/X5+, you can set up preferences to Find 
Fulltext. See “EndNote Updates and Installation Tips” at  
http://www.library.musc.edu/page.php?id=1640.
To use this EndNote Library on another computer or to share with a colleague via 
e-mail, you must compress the Library before sending.  To do this, have the Library 
open and then choose (from the pulldown menu)  File,  Compressed Library.  This 
command puts all parts (all fields and pdfs) of a Library into one file and allows for 
easy moving.  This would be an excellent way to save a copy as back up. 
It can be renamed and will have the extension  .enlx 

There are many advanced ways to modify or create a new reference type (template).   
Contact a reference librarian for assistance with any of these.
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Conduct a search using PubMed. 

     Select citations for saving by       	
      marking the boxes.

   
	                      		  Use the Send to box to choose File.  

Downloading and Importing Citations into EndNote 
Using Databases such as PubMed or Ovid MEDLINE
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Format choice (Display) is very important.  To successfully import citations into 
EndNote from PubMed, change to the “MEDLINE” display. 
In Ovid you must choose Reprint/Medlars as your format choice after 
choosing the Export command on the Results page.

Use the Send to box to choose 
File. 

In PubMed, change Format to 
MEDLINE and click on 
Create File.  
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This file will be downloaded to wherever you have set your preferences.  
Often this is the desktop or “My  Documents” folder.  You are now ready 
to open EndNote and import these references into an EndNote Library. 
				           Ovid can Direct Export after choosing 
				               Export (see page 6).

On many computers, you will be prompted to open or save the file.  Choose Save.

	 	
	 	 In PubMed, the file will be named 	
	 	 pubmed_result.txt.  In Ovid, the file 	
	 	 will be called cites.txt.

EndNote includes many import options.  If you do not 
see the appropriate filter in the short list, choose Other 
Filters from the menu to find the filter that matches the 
source of the data you want to import.  

Open the EndNote Library into 
which you want to move the down-
loaded citations. Click on File, then 
Import and then click  on  Choose 
File to select the correct downloaded 
citation file. (In Recent Items or My 
Documents or Desktop)   

At the Import Option prompt, select 
the appropriate import filter. The filter 
matches the database you did the search 
in.  For example, if you did a search in 
PubMed, the filter is PubMed (NLM).  

After selecting the appropriate filter,  decide what you 
wish to do with duplicates: Import All
or Discard Duplicates or Import into Duplicates Library.  
Do not change the Text Translation box.

As databases change, you will need to update the import filters in your EndNote program.  
Go to http://www.endnote.com/support/ensupport.asp to download the newest filters.   
Unzip and place into the Filters folder in your EndNote program folder (after deleting the 
old ones).   When a filter does not work any more (files and citations do not import fully or 
at all), that is the clue that newer filters are needed.
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			        Direct Export of Citations into EndNote
Using Databases such as EBSCOhost CINAHL or Ovid MEDLINE 

Conduct a search in CINAHL Plus with Full Text. 
Select citations for saving by clicking on “Add To Folder”.

Once you have added all the records you want to the folder, 
click on “Go to Folder” in the right frame. 

You will see your saved list: 

Click on Select/deselect all

Next Click on the Export icon

The next screen will let you export these citations directly into your EndNote Library.  
Be sure to Uncheck the Remove these items from folder after saving box, just in case it 
fails to export properly!

Click on Save.   On some computers, you can click on Open with and then Choose to
navigate to the EndNote software.  Click OK and you will be prompted for the name of the 
EndNote Library you wish to export the citations into.  On other computers, the file will be 
saved and you will have to import it into EndNote as in PubMed (see page 5.)  For CINAHL	
							       and PsycInfo, the saved file will be called 	
							       “delivery”.  Be sure to choose the 
									              “Tab Delimited” Import
									              Option filter.
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The next step is to incorporate your 
references in your manuscript.
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Microsoft Word with EndNote Add-ins
Open your EndNote Library.
Open your document in Microsoft Word.  Place the cursor where you want to insert a reference. 
If the EndNote Toolbar does not appear, go to the MS Word pulldown command View - Toolbars 
and put a check mark beside “EndNote” 
 If it isn’t there, go to www.Endnote.com for assistance.
The EndNote Toolbar has all the commands 
you will need for adding references to your 
document.The Toolbar for Windows will look different but 
have the same icons.!

To go from Word to the EndNote Library, click on the red EN.
Click back on your  Microsoft Word document and choose In-
sert Citation         from the Toolbar. Or click on Insert Citation 
within the Library:

The reference will be placed at the cursor point.  More than one 
reference can be highlighted and inserted at any point.There 
is a search icon        on the EndNote Toolbar if you wish to 
search for a reference. The insert command will appear on this 
search page in EndNote (at the bottom of the search box). 
When finished creating your paper and inserting references,  
choose Format Bibliography         from the Toolbar.  In Win-
dows, this command is Update Citations and Bibliography. 
A box will pop up for you to make a bibliographic 
style selection; select Browse if your style isn’t 
listed (or choose a listed style) and click on OK.  
EndNote provides several thousand styles with 
which to format your paper. Styles can be the 
journal you are submitting to or standards such as 
APA 6th, Vancouver (AMA), Chicago, or CBE.  To 
change styles or create a personalized list of styles, 
go to the Edit - Output Styles - Open Style Man-
ager menu in EndNote.  Your paper will be format-
ted with the newly created reference list appended.  
Save.  A new style can easily be created - contact an 
MUSC Reference Librarian for instructions.)
And always save a backup copy!
To get the NLM list of journal abbreviations, go to 
http://www.library.uq.edu.au/endnote/journal_terms.
html and download the Medical term list (see pg. 2).  

page 7


