EndNote Desktop Instructions

This guide will take you through the various aspects of using EndNote Desktop.
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Downloading EndNote Desktop

EndNote Desktop is now available to use on your own device. You will first need to
download the software to your PC or Mac. Staff and Students can download a copy from
the Software Download Centre - https://www.mmu.ac.uk/about-us/professional-
services/itd/software/ Here you will find the software and the relevant product key. Please

note if you are on a MMU device, the software can be added from either Software
Centre/Company portal.

Please note if a referencing style you need is not included with the initial download of the
software you can download additional styles from our EndNote guide.

Creating a Library

To start using EndNote Desktop you first need to create a file called a Library to store your
references. It can include lots of different reference types i.e. books, journal articles,
conference proceedings, etc.

Open the EndNote software. The choose Create a new library.
Please note on a Mac just the top message bar will appear, you will need to Select File
and new.

File Edit References Groups Library Tools Window Help

Set up EndNote Library
If you already have an EndNote library, please locate it and we'l get it set up.

Open an existing library

A default file called My EndNote Library will be created. You can change the name of your
library if you prefer. Then click Save.

EndNote libraries are made up of two parts .enl file and a Data folder. Ensure both parts
are kept in the same location, as both are needed for EndNote to function correctly.

Please note your EndNote library needs to be saved to a location such as a hard drive.
EndNote libraries should never be stored in cloud syncing folders such as Drop Box, One
Drive, iCloud, etc as syncing may lead to data corruption over time.

If you want to back up your data then Endnote has the option to create a compressed file,
choose File, Compressed Library (.enlx). Leave the options as given, then select Next. You
can specify a location for the file and then click Save. This will create one file containing all
the data from your library of references.

It is advisable to regularly create a backup. Each time you create a new compressed library,

it is recommended you replace the earlier version, so you avoid confusion as to the latest
version. You can also sync your library with EndNote Web to provide an added backup.
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The Reference Library

The file that holds your references is called a library. It can include lots of different reference
types i.e. books, journal articles, conference proceedings, etc.

References are displayed in a list within the central panel and can be previewed on the
right-hand side of the screen.

No reference selected [ @ X

Al References

Manually adding references

To manually add a new reference, you can select References and then choose New
Reference.

File Edit Refere oups Library Tools Win low Help

New Reference cyp

Copy » No reference select... X

Advanced search

File Attachments » E o

Find Full Text 3

I Year Title Rating Journal Last Updated Reference Type Research
URL b
Figure »

Web of Science

Or you can click the clipboard icon, found above the reference list
A new window will appear. First select the type of reference you require from the drop-

down menu. Reference types are listed alphabetically, scroll up or down to find the one you
need.
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Conference Proceedings
Dataset

Dictionary

Discussion Forum
Edited Book

Electronic Article
Electronic Book
Electronic Baok Section
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The fields will change to reflect the reference type, click in each relevant field, and enter
the details of the reference.

Tips for entering authors

When entering the names of authors or editors always use the following order, Last Name,
First Name i.e. Smith, John. If the reference includes multiple authors/editors, each must
be entered on a separate line.

Library Tools

Window Help

Title

Series Editor

Jones, Peter
Smith, John
Taylor, Louise

Research methods

If the reference includes the name of the organisation as an author, you need an extra
element so that it will display correctly. You need to insert a comma at the end of the
organisation’s name i.e. Manchester Metropolitan University,

Ne My Er

Test)

File Edit References Groups Library Tools Window Help

B 7 UX X Q

Reference Type  Web Page

Author  National Health Service,

Vear
vear

When you have entered all the relevant details, click Save. This will add the reference to
your library. You can now close the New Reference window by clicking on the cross in the

top right-hand corner of this box.
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New Reference (My EndNot

brary Test)

File Edit References Groups Library Tools Window Help

B I UX X Q

Reference Type  Book v

Preview your references

To see how your reference might appear in your chosen referencing style, it can be seen
in the preview panel. On the bottom right-hand side of the screen is a preview panel. If the
preview panel is not visible, hover over the black line above the style name and drag the
line upwards.

To preview a reference, click to highlight the reference you want to check. You will need to
select a relevant referencing style. Click the drop-down arrow next to the style name, only
a limited number will be displayed. Choose Select Another Style to access the full list. Scroll
down and choose the style you want, and your reference will preview in this style.

File Edit References Groups Library Too

All References

Jones, 2021 #1 Summary

+ Attach file

A:I Re.r?rences $ e;] @ @ Research methods

Advanced search

P. Jones, ). Smith and L. Taylor
MY GROUPS Author Year Title Rating Journal Last Updated  Reference Type  Research
~ My Groups retore 12

Data methods for researchers ex... Journal 0. 07/07/2021 Journal Article

Publisher: Sage 2021

—

OSCOLA_4th_edn Copy itation v

~FIND FULL TEXT

Jones, Pet... Research methods = =« - 07/07/2021
~ GROUPS SHARED BY ...

Jones P, Smith J and Taylor L, Research methods (3rd
edn, Sage 2021)

Nc~——

Editing references
Each reference can be edited. You can do this in several ways.

From the list of references in the central panel, click on the reference you want to edit. Then
go to References at the top of the screen and choose Edit Reference.

Alternatively, you can click to highlight the reference you want to edit. Then on the right-
hand side of the screen choose Edit

2 Jones, 2021 #1 Summf

AH References @ ,@3 Research methods

P. Jones, J. Smith and L. Taylor

Advanced search

v MY GROUPS Author Year Title Rating Journal Last Updated  Reference Type Research|

~ My

Journal Article

Journal o...

Peters, Ja... Data methods for researchers ex...

2021 07/07/2021

~ FIND FULL TEXT Publisher: Sage 2021

Jones, Pet... 2021 Research methods 0770772021 Book

The reference window will open, and you can amend information by typing in the relevant
field/s. Once you are happy with your edits click Save. You can click Summary to return to
the previous view.
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Adding attachments to references
EndNote Desktop allows you to attach files such as PDFs to individual records.

Click to highlight the reference you want to attach a file to. Then you can either click
References, select File Attachments then Attach File. Alternatively, on the right-hand side
of the screen click PDF and then Attach file.

es Groups Library

All References

[ ... Summary Edit PDF [ €&~ X
Advanced search —

Tetache ference
All References El @ @ + Attach PDF

Authar Year Title Rating Journal Last Updated Reference Type Researc|

Peters, Ja... 2021 Data methods for researchers ex...  + « « + Joumnal o..  07/07/2021 Joumnal Article

~ FIND FULL TEXT

Jones, Pet... 2021 Research methods for beginners 07/07/2021 Book

~ GROUPS SHARED BY ...

~ ONLINE SEARCH
@ Libr

gt POF [ &~ X

Advanced search aBE —[w |+ oC "ol

All References @ a @

Author Year Title Rating Journal Last Updated  Reference Type  Research,

1-52.0-50740818816302274-main v ‘

MY GROUPS Contents s

Peters, Ja. 2021 Data methods for researchers ex... Journal ... 07/07/2021 Journal Article e

v My ey .

" Jones, Pet. 2021 Research methods for beginners 07/07/2021 Book " BN LBy (ORI
- i "

~ FIND FULL TEXT : 9 PRt 51

journal hemepage

Research methods: What's in th... 07/07/2021 Journal Article

~ GROUPS SHARED BY ... b 2017 Library a...

To access the PDF, you can either click the PDF link from the Summary window or click
PDF at the top in the right-hand pane. EndNote Desktop allows you to either highlight text
within the PDF or add sticky notes to relevant pages of the PDF. These tools can be
accessed when viewing the PDF document.

Once a record has an attachment a paperclip symbol will appear next to the reference in
the main reference display.

If you already have PDFs stored on your computer then they can be imported into EndNote,
alongside the reference details. Choose File, Import then select File for individual items or
a Folder if your PDFs are stored in one location. Next choose the location of the File or
Folder. You then need to click the drop-down arrow next to Import Option and select PDF.
Then click Import. Your PDF/s will be added.

Please note, if your imported PDFs do not have a DOI, only the PDF will be added and
not the reference details. You will need to manually add these details.
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Deleting references

To delete any unnecessary records, click to highlight the record/s you want to remove and
then drag and drop into the Trash folder.

File Edit References Groups Library Tools Window Help

Trash

2 Sync Configuration Trash @

E All References 1 Reference
@ Imported References ) R
Author Year Title Rating Journal Last Updated Reference Type Research
L Recently Added
B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Saocial Psy...  07/07/2021 Journal Article

[ii/ Trash

v MY GROUPS

If you need to reinstate a reference, then first click on Trash to view deleted items. Next
click on the item you want to retrieve. Next click the bin icon with an arrow on the front and
this will move the reference back to All References list.

File Edit References Groups Library Tools Window Help

Trash

2 Sync Configuration Trash -

A

Author Year Title Rating Journal Last Updated Reference Type Research

£ All References 1 Reference
@ 1mported References
£ Recently Added

B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Social Psy... 07/07/2021 Journal Article
W Trash

v MY GROUPS

If you no longer need these items, click on the bin icon with a cross on the front and all
items in the trash will be permanently deleted.

File Edit References Groups Library Tools Window Help

Trash

- om0
= Sync Configuration Trash =
E All References 1 Reference .

& Imported References
A Recently Added

B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Social Psy... 07/07/2021 Journal Article
i/ Trash

v MY GROUPS

Author Year Title Rating Journal Last Updated Reference Type Research

Removing duplicate references

If you are downloading many records from different sources, you may find that you end up
with duplicate references in your library. EndNote has a handy tool to find these for you.

Click on Library then select Find Duplicates.
Duplicates references will be shown. A Find Duplicates box will appear, and you can select
which version of the reference you want to keep by clicking on the Keep this Record button.

The duplicate will automatically be removed and added to the Trash folder. If you want to
keep both examples, choose Skip and you will move onto the next example.
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Please note EndNote will only highlight references which are exact matches.

File Edit

2 Sync Configuration

[ All References
2 Duplicate References

® Imported References

References Groups Library Tools

All References

Window Help

Advanced search

Duplicate References

AE®

L Recently Added 8 References
|9| Unfiled EN Find Duplicates
El Unfiled
W Trash Author Comparing 1 and 2 of 2 duplicates. Skip Cancel earch
field Select the record to keep. The record not selected wil be moved to the Trash. Select Skip to go to the next set of duplicates.
v MY GROUPS Greenfield... Keep This Record Keep This Record
“ My Groups Greenfield... | Greenfield, 2016 #6 Greenfield, 2016 #10
Y u @ ~
v FIND FULL TEXT Johnson, ... Reference Type | Electronic Book Reference Type
“ GROUPS SHARED BY ...
Johnson, ... Author  Greenfield, Tony Author  Greenfield, Tony
“ ONLINE SEARCH Kumar. Di Greener, Sue Greener, Sue
@ Library of Congress o o
®LISTA (EBSCO) Kumar, Di... Year 2016 vear 2016
® PubMed (NLM) Rodgers, J... Title  Research methods for Title  Research methods for
® Web of Science Co... postgraduates postgraduates
§ Rodgers, J...
more... editor Editor
v v

Added to Library: 07/07/2021  Last Updated: 07/07/2021 Added to Library: 07/07/2021  Last Updated: 07/07/2021

Reordering the library

Your EndNote library can be organised in a number of different ways. The default is to
order by the name of the first author. However, by clicking on one of the fields above the
references, EndNote will re-sort records by Year, Title, etc.

All References

8 References

_—

B2 AL

—

QAuthor Year Title )ating Journal Last Updated Reference Type Research
Peters, Ja... 0ds 1or researchers ex.. % & % Journal ...  07/07/2021 Journal Article
Jones, Pet... 2021 Research methods for beginners 07/07/2021 Book

To customise the display further choose Edit and then Preferences. Then choose Display
Fields and you can select any elements you want to change. Then click OK and any
change will now be displayed on screen. To return to the default display, go back to this
screen and select EndNote Defaults and click OK and this will restore the original settings.
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141
EndNote Preferences X
- Change Case Fields to display in the library window el
RN Display Fields Position Field Heading E
o - Display Font Column 1: | Read/Unread Status ~ in
- Duplicates
. Column 2: | File Attachments ~
c Find Full Text ok
Folder Locations Column 3: | Author ~ | |Author
< Formatting Column 4: | Year v ’Yeari i
- Libraries
Column 5: | Titl w | |Title
@ ~PDF Handiing - ct
-Read / Unread Column €: | Rating ~ | |Rating
g - Reference Types Column 7: | Joumal/Secondary Ttle ~ ~ | |Joumal I
- Sorting
Column 8: | Last Updated ~ | |Last Updated
c Spell Check ct
Sync Column & | Reference Type ~ | [Reference Type
c Temporary Citations Column 10: | Research Notes ~ | |Research Notes |1
- Term Lists Mote: Selecting the Figure’ and ‘File Attachment' fields will display anicon
| - URLs & Links inthe library window.
d Display al authors i the Author ield P

EndNote Defaults Revert Panel Cancel

Grouping your references

Records are automatically added to an All References group — but you can also create your
own folders to organise your references further.

To create a new group, select Groups and then Create Group.

ups

Create Group
Create Smart Group.

Create From Groups..

Advanced search

BaA0@

Wirash Add References To

fear Title Rating Journal Last Updated  Reference Type Resear
v MY GROUPS
Create Group Set 021 Data methods for researchers ex.. %% %%  Jounalo.. 07/07/2021 Journal Article
“~ FIND FULL TEXT 021 Research methods for beginners 07/07/2021 Book
v GROUPS SHARE TSRS 018 Research methods in context Internati..  07/07/2021 Journal Article
~ ONLINE SEARCH a t Mat 017 Research methods for successful. 07/07/2021 Electronic Book
e Chu, Heti... 2017 Research methods: What's in th... Library a... 07/07/2021 Journal Article

The new group will appear under My Groups. You will need to give the group a name i.e.
Research Methods, Chapter 1, etc.

All References

Advanced search

All References [OI ot & %
References Ha

Wrash

Author Year Title Rating Journal Last Updated Reference Type Researc|
v MY GROUPS

Peters, Ja.. 2021 Data methods for researchers ex.. % %%  Journalo..  07/07/2021 Journal Article

Chapter 1] Jones, Pet.. 2021 Research methods for beginners 07/07/2021 Book

~ FIND FULL TEXT Nind, Mel.. 2018 Research methods in context Internati...  07/07/2021 Journal Article
~GROUPS SHARED BY ... Kumar, Di.. 2017 Research methods for successful... 07/07/2021 Electronic Book
e Chu, Heti.. 2017 Research methods: What's in th. Librarya..  07/07/2021 Journal Article

=
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To add references to a group you can click to highlight reference/s and then drag and drop
to the relevant group or highlight a reference/s and right click and then select Add
Reference To and select the relevant group.

Peters, Ja.. 2021 Data methods for researchers ex... v % ¥ Journal 0...  07/07/2021 Journal Article
Jones, Pet.. 2021 Research methods for beginners 07/07/2021 Book
~FIND FULL TEXT Nind, Mel.. 201 Research methods in context Internati. 07/07/2021 Journal Article

v GROUPS SHARED BY ... Kumar, Di.. 2017 Research methods for successful.. 07/07/2021 Electronic Book

~ ONLINE SEARCH

L] Chu, Heti... 2017 Research Ne oy o 07/07/2021 Journal Article
CirisE

Greenfield.. 2016 Research m o07/at/2021 Electronic Book

Ctri+K
Johnson, .. 2009 Research ol erican.. 07/07/2021 Journal Article
Cirl+D "
Hemir  07m7/2021 lnurnal Article
Create Custom Group.

Rodgers, J.. 2006 Research M

Cut Chapter 1

EndNote Desktop also includes a feature called Smart Groups. These are dynamic groups
of references which update automatically using selected criteria.

To create a Smart Group, select Groups and then Smart Groups. A search box will appear.
You can choose a name for your new Smart Group.

Smart Group X
Smart Group Name: ‘

|.-'-\uth0r v‘ |C0nta|n5 v‘ | |
|And V||Year VHCUHtains VH |
|And v||Tt\e vHContains VH |

Options ~ Create Cancel

You can now set certain criteria for your group such as particular keywords, authors,
ratings, reference types, etc. When you have set your criteria click Create. Your group will
now appear in the left-hand menu. Every time references are added which fit your criteria
they will automatically be sorted into your smart group.

Please note that references can appear in multiple groups.

To remove references from a group, click on the group and click to select the reference/s
you want to remove. Right click and select Remove references from the Group. A
confirmation will appear, select Yes and the references will be removed from this group.
Please note they will remain as part of your library of references and can be seen if you
click All References.
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Tagging your references

You can also colour references by using tags. Seven different customisable tags are
available. Once records are tagged colours are shown in the central panel. Multiple tags
can be added to records.

All References o L
705 References 99 5‘ @
Author ‘ Year ‘ Title Journal Last Updated Reference Type ‘ Label A
Hiller, Susan; Hayward,... 2000 Dream machines 09/08/2024 Book
Highmore, Ben; Netlib.. 2002 Everyday life and cultural theory:.. ® 12/08/2024 Book
Highmore, Ben 2014 The great indoors : at home in the ... 12/08/2024 Book
Highmore, Ben 2012 Everyday life : critical concepts.. ™  Critical concepts in media and cult..  12/08/2024 Book
Highmore, Ben 2009 A passion for cultural studies 12/08/2024 Book
Highmore, Ben 2009 The design culture reader [ 12/08/2024 Book

To create a tag, you will need to go to the Tags menu located at the top of the screen and
select Create Tag. Alternatively click on the plus symbol next to My Tags in the left-hand
pane. Create a name for your tag and select a colour, then choose Create Tag. The tags
automatically appear under My Tags in the left-hand pane.

You can assign tags to record in several ways. Select the reference/s you wish to tag, then
drag them to the appropriate tag in the left-hand pane. Or select a record, right click, and
choose Manage Tags and then select the relevant tag/s and click OK. You can also select
a record and in the right hand-pane, choose Edit and then Manage tags, select the relevant
tag/s, and click OK.

v MY TAGS
Important

Not yet reviewed

B Reading
I Review
® To Read

There are also several ways you can remove tags. Select a _L'w e
reference and right click, then choose Manage Tags. To remove One e sesion cuture eader

tag click the cross next to the tag and then click OK and this will  *™""

remove the tag from the record. If you want to remove all the tags e souecoe oo

choose Clear Tags and click OK. You can also select a record and  .umusm sz
in the right-hand summary pane you will see the tags displayed. Click s o

QOCd1ja1DI5uRib30KIztWs Tei5dEZzEFIPCMXUZIeV

the cross next to the tag to remove the relevant tag/s.

Cdmo7bdTh-

| ® Important X || ® Notyetreviewed X |
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Searching your EndNote Library

If you want to find a specific reference in your EndNote library, then use the built-in search
box. Type relevant search terms into the box and click Search. For more options click
Advanced search. Click All References to return to the full list of references.

Advanced search

Syncing with EndNote Web

If you have an EndNote Web account, references can easily be transferred from EndNote
Web into EndNote Desktop or sent from EndNote Desktop into EndNote Web. To use the
sync option, you need to select Library and Sync. You will then be asked to enter the details
of your EndNote Web account and click OK. The sync will happen automatically, and
references will be updated across both platforms.

Getting References from Databases

It is possible to search many of the library’s resources and then automatically add records
into EndNote. The majority use a system called Direct Export.

Direct Export using Library Search

To use direct export, you need to leave your EndNote library running and open a browser.
Access Library Search from the library website (www.mmu.ac.uk/library) and run your
search. You can select multiple records to transfer into EndNote.

To do this click on the Save icon found on the right-hand side of each record.
¢ Save

Once selected, the icon changes and items will be added to the Saved Items folder found
above the result list.

Hello

Manchester
Metropolitan  LIBRARY “research methods" Q Q
University

Signin

D Retain Filters ‘ Clear Filters 251,125 results in MMU Library

Sort: Best Match v

A Group This Search
& Cite <{ Share * Saved

@D Group Related Editions
Research methods for public administrators
A Refine This Search Authors: Gail Johnson 1947-
Expand Search with Related Terms ¥ eBook ©2002
Westport, CT : Quorum Books, ©2002.
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NB The selected records will disappear when you close the session, unless you have
signed in to Library Search and chosen to save them to a folder.

When you are ready to transfer your results to EndNote, click on Saved ltems above the
result list.

A new screen will appear, listing the records to be transferred. To transfer click on the

Cite button

A new box will appear. Your do not need to select a citation style, just choose Export to
EndNote.

Cite List

2 Citations

Copy & Paste: ‘ Select a citation style

€ Select a citation style above.

« Export to RefWorks (%'
Opens in a new window. Please
disable your popup blocker.

- Exportto RIS

Powered by ‘ EasyBb
B Creggservice

Depending on your browser, you may first need to click Save then either double click on
the downloaded file or select open file near the bottom of your browser or select open with,
then click OK.

| Opening sepert-sndote-siM1S684L0 - “ Reasar: b mthais
—rr
Vau havn chasenfo spare e maw
¥ empert emdnote- 14 M3 1Lh @ Se Chimsman W
| hich o K Formatind i 1.2 4)
Trosess Bpipe i remulisiary presew usmen rensliduions com Ressarch msthods
What bl Fralan do with B Rlel
@ Qpen wth Basarchiol Dusct lapict balper |datnk) = B Sk Chuck saren
Seve e

EndNote will open and only your imported references will appear in the window. Click All
References to see your full list.
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File Edit References Groups Library Tools Window Help

Imported References

2 Sync Configuration ‘ ‘

B All References 7 Advanced search

M Imported References

£ Recently Added EBll |mported References 8;' @
B Unfiled 5 3 References
W Trash . K
Author Year Title Rating Journal Last Updated Reference Type Research|
v MY GROUPS
Lucas, Ray 2016 Research methods for architectu... 09/07/2021 Electronic Book

Further information about adding references to EndNote is available on our Adding
references to EndNote page https://www.mmu.ac.uk/library/referencing-and-study-
support/endnote/adding-references

Using EndNote and Word

EndNote toolbar

When you install EndNote Desktop onto your PC or Mac then the Cite While You Write
toolbar is automatically added to Word, which allows you to add citations to your document.

File Home Insert Design Layout References Mailings Review View Help EndMote 21
|,,| EN Go to EndMote Style:  Cite Themn Right-Harvard - ﬁ:& Categorize References « Export to EndMote ~ o
| Q E’,“Edit&Manage Citation(s) |_E,'~Update Citations and Bibliography InstantFormattingi: Off ~ Qﬂ'ﬂManu:cript Matcher Hel
nsert —— elp
Citation « E‘.;.. Edit Library Reference(s) =, Convert Citations and Bibliography ~ = Preferences

el

Citations Eibliography Toaols

To ensure that it is working with Desktop, make sure that EndNote 21 is listed on the top
of the tab. If it is not click on Preferences, then Application and select EndNote, then click
OK.

Inserting a citation
Once connected to EndNote, you can start writing your text. When you need to insert a
citation, place the cursor where you want the citation to appear. Next, click on Insert Citation
on the EndNote toolbar.

|3_|!Q

Insert
Citation v

A search box will appear. You need to type in a word or name from the reference you want
to add, then click Find. Results that match your search will be shown. When you have found
the right reference click to highlight and then choose Insert.
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EndNote 21 Find & Insert My References XL
research VK Find rearch: Libraries hd
N
- . T —
Author Year  Title ~
Beins 2019 esea

Dawson 2019 Introduction to research methods : a practical guide for anyone undertaking a research project
Fowler 2014 Survey research methods

Harasym 2024  “This Is a Look Into My Life": Enhancing Qualitative Inquiry Into Communication Through Arts-Based Re
Haowitt 2019  Introduction to qualitative research methods in psychology : putting theory into practice

Kara 2020  Creative research methods : a practical guide

Kara 2021  Creative research methods in education : principles and practices

Krall 2013 Research methods in creative writing

Ksenija Statistical Methods Use in Small Enterprises: Relation to Performance ]

Lilli 2022 Research Innovation: Advancing Arts-based Research Methods to Make Sense of Micro-moments Frar ,

< >
Reference Type Electronic Book e

Record Number 11
Author Atkinson, Paul
Delamaont, Sara
Year 2011
Title SAGE qualitative research methods
Place Published London

@ Cancel Help
Library: Test Library.enl 15 items in list

The citation will appear in the text and a reference list will be created at the end of your
document. Repeat the process for further citations you need to add.

Setting the referencing style

To choose how your citations and reference list appear, you need to pick a relevant
referencing style.

Please note if a referencing style you need is not included with the initial download of
EndNote Desktop that you can download additional styles from the Library’s EndNote
guide. Instructions for adding this to the software are available on page 2 of this guide.

Next to Style on the EndNote toolbar select the drop-down menu. Only a limited number of
styles are listed, if you choose Select Another Style, you can access the full list.

AutoSave (@ Off) D B = Document2 - Word O Search
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A new box will open, scroll down to the style you require, highlight, and click OK. Your
citations and reference list will be reformatted in that specific style.

Deleting citations

If you want to delete or change a citation you need to do this using the functions on the
EndNote toolbar. If you just delete them from your text, you can cause corruption of the
data within your document.
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To delete a citation, place your cursor in the citation you want to remove. Choose Edit &
Manage Citation(s) from the EndNote toolbar. Then click the drop-down arrow next to Edit
Reference and choose Remove Citation, then click OK.
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This will remove the citation from the text and the matching entry from the reference list.

Please note if you have used this source multiple times, you are only removing this citation.
The source will remain in your reference list until all examples of the reference are removed
from the document.

Excluding parts of citation

In some cases, you may want to use an author’'s name as part of the text rather than
included within the citation bracket. You need to use EndNote to make this change.

First place your cursor in the citation you want to edit and then select Edit & Manage
Citation(s) on the EndNote toolbar. Next select the drop-down arrow next to Default and
choose Exclude Author. Only the year will now appear in the citation. You can now add the
name of the author as part of the text.
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EndMote 21 Edit & Manage Citaticns
Citation " Count
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Including page numbers in a reference

Cancel

Help

If you need to include a page number as part of your reference as you are giving an exact
quote, you can add this to your citation. First place your cursor in the citation you want to
edit and then select Edit & Manage Citation(s) on the EndNote toolbar.

Check the correct citation is highlighted and then type the page number in the field marked
Pages. Then click OK.

EndNote 21 Find & Insert My References
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Editing citations/reference list

If something is appearing incorrectly in a reference in Word in either your citation or
reference list, it is probably due to an error in the data in your EndNote library.

To amend this in Word, first return to EndNote. Check the reference, amend any incorrect
details, and resave the changes. Next you need to update the details in Word. Place the
cursor in the citation, choose Edit & Manage Citation(s). Click on the drop-down arrow next



to Edit Reference and select Update from My Library. The reference screen will appear,
click Insert and then OK and the corrected reference will now appear in your document.
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Submitting documents electronically

If you are intending to submit a document electronically, it is advisable to remove the active
links between EndNote and your Word document and create a copy suitable for
submission. It is advisable to make a copy of the document first, this way you will have a
copy linked to EndNote and one that can be submitted.

On the EndNote toolbar in Word, select Convert Citations and Bibliography, choose
Convert to Plain Text.
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A message will appear asking if you would like to create a copy of the document. Ensure
you have created a copy and then click Continue.

In the new version, all links to EndNote have been removed and it is simply a Word
document. This version can be submitted electronically. If you need to subsequently edit
the document, you will need to return to your original which is linked to EndNote, make the
necessary changes, and repeat the process above.

Further help on EndNote is available on the library’s EndNote guide:

https://www.mmu.ac.uk/library/referencing-and-study-support/endnote
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