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Advanced EndNote

This session is designed to provide tips and advice to EndNote 
users who are working on in-depth projects (such as PhDs & 
Masters theses). 

Presenter Notes
Presentation Notes
If you are new to EndNote please join an EndNote essentials session for an introduction to the software.
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In this session…
1. Syncing/saving your library
2. Working with styles
3. PDFs and attachments
4. Managing your library
5. Working with long documents
6. Access beyond Curtin
7. Help with EndNote



CRICOS Provider Code 00301JCurtin University Library

EndNote extras guide
https://uniskills.library.curtin.edu.au/digital/endnote-extras/introduction/

https://uniskills.library.curtin.edu.au/digital/endnote-essentials/introduction/
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Syncing across multiple computers

Presenter Notes
Presentation Notes
We recommend using one EndNote library. The Sync function allows you to synchronise your library across multiple computers and an EndNote Online account. This is also a useful way to back up your library references.



CRICOS Provider Code 00301JCurtin University Library

Find more referencing styles
Many more styles are available for download from the EndNote website, 
including a number of journal styles.

Presenter Notes
Presentation Notes
If the style you need is not included with the EndNote program, many more styles are available from the EndNote website. Locate the style you require from the EndNote Output Styles page Click Download next to the style Double-click the style file. It should open in EndNote. In EndNote, go to File and choose Save As Remove the word ‘Copy’ from the style name and click Save Click on File and choose Close Style.The style will now be available from Select Another Style in the Bibliographic Output Style drop down menu.Tip:

https://endnote.com/downloads/styles
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EndNote tip #1

If a journal name uses an 
ampersand (&) enter this 

when searching on the Output 
styles page



CRICOS Provider Code 00301JCurtin University Library

Edit output styles
You can edit an existing style to match your requirements

Presenter Notes
Presentation Notes
Tools > Output styles > Edit “Your selected style”

https://uniskills.library.curtin.edu.au/digital/endnote-extras/styles/
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EndNote tip #2

If you can’t locate an EndNote 
style, find another that is 

similar and edit to match your 
requirements
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Change Case
To quickly change the capitalisation of titles etc. in the EndNote record. 

Note that this will not take into account proper nouns so you may need to manually alter 
these to capitalise correctly.

Presenter Notes
Presentation Notes
Highlight the title and select Edit menu (Windows) or EndNote (Mac)Click on Change Case and select from the options, e.g. Sentence case, Capitalize Each Word etc.
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Change capitalisation
You can set your preferences so EndNote will display acronyms, 

abbreviations, chemical symbols etc. with your preferred capitalisation

Presenter Notes
Presentation Notes
Edit > Preferences > Change CaseSome referencing styles may change the capitalisation to match style requirements and this may cause a acronym, formula etc. to display with incorrect capitalisation, e.g. DNA may display as dna or Dna

https://uniskills.library.curtin.edu.au/digital/endnote-extras/manage-library/#change-capitalisation-for-acronyms-abbreviations-formulas-etc
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PDFs – Import PDFs
EndNote allows you to import a single PDF file or a folder containing 

several PDFs and will then attempt to automatically create a reference for 
the PDF.

Presenter Notes
Presentation Notes
Select File then ImportChoose File … (for a single PDF) or Folder… (for multiple PDFs)For the Import File option, select Choose and navigate to your PDF file or folderSelect PDF for the Import OptionChoose Discard duplicatesClick Import

https://uniskills.library.curtin.edu.au/digital/endnote-extras/PDFs/#import-and-create-references-from-pdfs
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Find reference updates
The Find Reference Updates function searches for updated reference 

information such as author, title, journal info, DOIs etc.
Useful if you have references created from PDFs that do not have a DOI 

or references from Google Scholar

Presenter Notes
Presentation Notes
Select the reference in your libraryRight mouse click (or select the References menu) and choose Find Reference UpdatesIf the record has updated information available, EndNote will highlight the differences in a side by side comparison. You can choose to Update All Fields in the reference, Update Empty Fields only, or Edit Reference to make manual changes to your reference.

https://uniskills.library.curtin.edu.au/digital/endnote-extras/manage-library/#find-reference-updates
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PDFs – Automatic importing
EndNote can automatically import PDFs from a folder on your computer 

and create references from the PDFs (if there is a DOI)

Presenter Notes
Presentation Notes
First, create a folder and save to the desired location on your computer (e.g. desktop)In EndNote, click on the Edit menu, select Preferences and PDF Handling (Windows) OR click on EndNote, select Preferences and PDF (Mac)Under PDF Auto Import Folder, tick Enable automatic importingA Browse For Folder box will appear, select the EndNote PDFs folder that you have created and click OKClick on Apply and OK

https://uniskills.library.curtin.edu.au/digital/endnote-extras/PDFs/#automatic-import-of-pdfs
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EndNote Click 
EndNote Click is a browser extension that allows you to collect 

full text PDFs and add to your EndNote Library. You will need to 
sign up for an EndNote Click account.

Useful for collecting references from Google Scholar and PubMed

https://click.endnote.com/endnote
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Record numbers
EndNote automatically assigns a sequential record number to your 

references as they are added to your library (e.g. first reference added is 
#1, second is #2 etc.). Record numbers cannot be changed and if you 
delete a reference from your library, the number will not be reused.

https://uniskills.library.curtin.edu.au/digital/endnote-extras/manage-library#record-numbers
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Change display fields
EndNote allows you to change the fields (Author, Year, Title etc.) that are 

displayed and move the order they appear in the Reference panel in your 
library.

Presenter Notes
Presentation Notes
Select the Edit menu (Windows) or EndNote (Mac) and click on PreferencesClick on Display Fields in the left menuNext to the column you wish to change, select the required Field option from the drop down menuClick Apply and OK.

https://uniskills.library.curtin.edu.au/digital/endnote-extras/manage-library/#display-fields
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EndNote tip #3

Use the Research Notes field 
in the EndNote reference to 
record information (your own 

notes, quotes, gaps etc.)
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Unformatted citations
When working with long documents, it is recommended that you 

use unformatted citations in Microsoft Word. Formatted citations take a 
longer time to process as EndNote will update all citations in the document 
each time a reference is added.

When unformatted, the citations will appear in the form {Author, year #Record number} and 
the reference list will disappear

Presenter Notes
Presentation Notes
To unformat your citations: In Word, click on Convert Citations and Bibliography (Windows) or Tools (Mac) in the Cite While You Write (CWYW) toolbar Select Convert to Unformatted Citations.To reformat your citations in your chosen referencing style and see your reference list again, click on Update Citations and Bibliography in the CWYW toolbar.

https://uniskills.library.curtin.edu.au/digital/endnote-extras/long-documents/


CRICOS Provider Code 00301JCurtin University Library

EndNote tip #4

If you syncing to a different 
computer, the record numbers will 
be different. Click Update Citations 

and Bibliography in Word to 
associate with the references in 

the synced library



CRICOS Provider Code 00301JCurtin University Library

Merge chapters
It can be easier to have separate documents for each of your 

chapters and then merge them into a single document at the 
end

Convert each document to unformatted citations before copying 
and pasting into the new document

Presenter Notes
Presentation Notes
Convert each Word document to unformatted by clicking on Convert Citations and Bibliography (Windows) or Tools (Mac) in the CWYW toolbar and selecting Convert to Unformatted Citations (citations will appear in the unformatted form {Author, year #Record number} and the reference list will disappear)Create a new Word documentSelect and copy each chapter and paste in the correct order (chapter 1 followed by chapters 2, 3 etc.) into the new documentClick on Update Citations and Bibliography in the CWYW toolbar of your combined document. Your in-text citations will be formatted and a single reference list will be included at the end of the documentSave the document.
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Track Changes
Using the Track Changes function in your Word document while EndNote 

formatting is active can cause errors or crash your document.
Change the Markup option to No Markup or Final (depending on Word 

version)

Presenter Notes
Presentation Notes
To safely use Track Changes:Go to the Review tab in WordSelect the Display for Review drop down menu (to the right of Track Changes)Change the option to either Final or No Markup (depending on your version of Word).

https://uniskills.library.curtin.edu.au/digital/endnote-extras/long-documents/
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Traveling library
As you insert formatted EndNote citations into a Word document, invisible 

field codes are included which contain the information necessary to form 
the in-text citations and reference list entry. It is possible to add the 
Traveling Library references to your EndNote library. 

Note: the Traveling Library cannot be exported if the document has been converted to 
plain text.

Presenter Notes
Presentation Notes
Open the Word document and select the CWYW toolbarClick on Export to EndNote and select Export Traveling LibrarySelect the EndNote library you wish to add the traveling library toThe references will be added to your library (note that each record will be assigned a new record number in EndNote)In Word, click on Update Citations and Bibliography to incorporate the changes.
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Convert to plain text
It is recommended that you convert your finalised document to plain text 
before submitting for assessment or publication. Converting to plain 
text creates a second copy of the document which isn't linked to your 
EndNote library. 

Presenter Notes
Presentation Notes
To convert your Word document to plain text:In the EndNote toolbar click Convert Citations and Bibliography (Windows) or Tools (Mac) and select Convert to Plain Text A new unsaved document with no field codes (not linked to EndNote) will be createdSave it with a new file name (your original document with the field codes will be unchanged and still be linked to EndNote)It is important to keep the original document with the EndNote formatting in case you need to make changes to it later (EndNote citations cannot be reactivated from a plain text copy).

https://uniskills.library.curtin.edu.au/digital/endnote-essentials/word/#convert-document-to-plain-text
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EndNote tip #5

It is important to keep the 
original document with the 

EndNote formatting in 
case you need to make 

changes to it later
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Access to EndNote after Curtin
Before you leave Curtin University, you can choose to either:
Purchase your own copy of EndNote, or
Sign up for an EndNote online account to retain access to your EndNote 

library.

Note: Change your Curtin email address which you use to login to EndNote online through 
Options > Email Address before you graduate as it will no longer be valid after graduation. 
When your ‘premium’ level access expires your EndNote online account will revert to an 
EndNote Basic account which will have reduced storage capacity and limited access to 
styles.

https://uniskills.library.curtin.edu.au/digital/endnote-extras/troubleshoot/
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Help with EndNote

• EndNote Extras: Troubleshoot issues

• EndNote support website

• Try Googling error messages

https://uniskills.library.curtin.edu.au/digital/endnote-extras/troubleshoot/
https://support.clarivate.com/Endnote/s/?language=en_US
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