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Creating an EndNote9 Library/Database 
 
 

1. Open the EndNote program  (“Get Started with 
EndNote 9” window opens up)) 

 
2. Click  “Create a new EndNote Library” 

radial-button. 
 
3. Click OK  

 
4. In the “File-Name” box, type in a name for your 

library/database, e.g. REFERENCE  or 
BIBLIOGRAPHY. 

 
5. Click SAVE button 

 
6. An empty EndNote library window opens 

showing the following 4 columns: Paper-clip, 
Author, Year, Title. 
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Searching database through EndNote9’s Direct 
Connection 

(This method is only for those databases that are free or where you have their Usernames 
and Passwords) 

 
1. Open the EndNote program and open the EndNote Library 

 
2. Go to TOOLS 

 
3. Go to CONNECT and click Connect … in the sub-menu 

 
4. A list of search databases is displayed, select the database you want to 

be connected to (e.g. PubMed NLM) and click the Connect button.  
 

5. You will be connected to the selected search datatbase.  Select your 
search options (e.g.  search by Author, Keywords, etc) by clicking the 
down-arrow on the right side of  the search window  

 
6. Enter your search terms and click the SEARCH button 

 
7. “Confirm Remote Search” screen with the option to retrieve the 

citations appears. 
 

8. Click  OK  and the citations will be retrieved from the database (but 
not imported into your EndNote database yet --- if you want to  edit  
your retrievals globally do it  at this point. 

 
9. To edit your citations, go to REFERENCES  and scroll down to Change 

and Move Fields and the “Change & Move Fields” screen appears. 
 

10.  In the “IN” window, click the down-arrow and select the field you 
want to change, e.g. Accession Number.  From the 4 options, choose 
the option you want (e.g. Replace whole field with) and click the 
radial button next to it.  

 
11.   In the text-window on the right of the screen  enter the text you want 

to replace with, e.g.  No Reprint  and click  OK. 
 

12.  You’ll be asked “Replace all text in the Accession Field with No 
Reprint”?  Click  OK. 

 
13.   Holding down the Command (CTRL) key, select the citations you 

want to import.  
 

14. After having selected your citations , click  “Copy All References to” 
button, and select the EndNote Library you want to import into.  

 
15.  The selected records will be imported into your EndNote Library. 

 
16. Close the Library to save the imported records.  

*** Repeat Steps 9 – 12 to change the LABEL and NOTES fields. For these 
two fields, check the “Clear field” button instead of the “Replace whole field 
with” button 
 



 5

Manually Entering references into EndNote9 
Library/Database  
 
This is the procedure for entering references such as books, 
book chapters, proceedings, electronic citations, patents, 
and articles you already have, etc.  
 
 

1. Open the EndNote Library. 
 
2. From REFERENCE scroll down to New 

Reference (This opens up an empty New 
Reference Window) 

 
3. Choose a reference type from the Reference 

Type list at the top of the Window. For example 
Conference Proceedings for an article from a 
published proceedings. 

 
4. Enter the bibliographic data into each of the 

fields in the reference. 
 

5. For Authors, ENTER EACH NAME ON A 
SEPARATE LINE! 

 
6. When you have finished, CLOSE the reference to 

save it and add it to the EndNote library 
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Importing Saved-search File into EndNote9 
Library/Database 

  

Save your search retrievals as a text file with field tags (e.g. AU, TI, 
SO, etc 
 

1. Open the EndNote Library. 
 

2. Go to FILE and scroll down to IMPORT. (An IMPORT 
window appears). 

 
3. Click on Choose File button. 
 
4. Go to the site where you have saved your search file (e.g. 

the desktop), and click on the file. 
 
5. Click OPEN. (The filename should appear on the Import 

Data File window) 
 
6. From the “Import Option” window, select the database 

(e.g. PubMed, CABDirect, Web-of-Knowledge) from the 
appropriate provider (e.g. NLM, SP, CSA) that you 
searched in. (The name of the import filter will appear in 
the “Import Option” window) 

 
7. From the “Duplicates” window, select your option to 

include or exclude duplicates, etc. 
 
8. Click the IMPORT button. (Your EndNote 

Library/Database will now have all the imported 
citations). 

 
 
If you wish to edit your list of citations like adding 
Subject Headings and other useful retrieval notes 
globally, you should do it at this point before closing 
and saving the import permanently.    
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Exporting Search File into EndNote9 
Library/Database 

  
 

1. After retrieving your search results from the database: 
a. mark the needed citations; 
b. Select EndNote to export to; 
c. and click the Export button; 
d. select Save it to disk 
e. click OK 
f. name your saved file and Save to desktop or folder 

 
2. Go to your Desktop and double click on the saved-search 

icon to open the file. 
 
3. EndNote program opens the “Select a Reference 

Library” window. 
 
4. Select the EndNote database you want to import the 

citations into. 
 
5. Click OPEN and the citations will be imported.
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Importing Images into EndNote9 
Library 

 
 

1. Open your EndNote Library 
 

2. Go to REFERENCES  and select  New 
References. An empty window opens with 
the words  “New Reference” displayed at 
the top. 

 

3. From the Reference Type window’s pull-
down menu, select Figure. 

 

4. Enter the Author names, title of the image, 
date, etc. 

 

5. When you get to the Image field click on it 
and go to REFERENCES and select Insert 
Picture. 

 

6. An “Insert Picture” window opens. Locate 
the image file you want to insert (e.g. from 
the Desktop) and Click on the file. 

 

7. Click  OPEN.  A thumbnail of the image 
will appear in the Image Field of this 
reference. 

 
8. Go the “Caption” field and enter a caption 

(this is optional) 
 

9. CLOSE  this image reference and it will be 
saved into your EndNote Library.    
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Importing Charts, Tables, Diagrams and Power 
Points, into EndNote9 Library 

 
 

1. Open your EndNote Library 
 
2. Go to REFERENCES  and select  New References. A “New Reference” 

window opens up. 
 

3. At the Reference Type window on top, click on the down-arrow and 
select Charts or Tables from the pull-down menu.  

 
4. Enter the data that you want to enter for the Diagram, Table, Graph, 

etc. 
 

5. When you get to the Image field click on it and go to REFERENCES 
and select Insert Object. 

 
6. An “Insert Object” window opens. Click the Choose File button. 

 
7. An Insert Object window opens up. 

 
8. At the Look In window select the site where you have saved your 

diagram, e.g. the Desktop or Folder. 
 

9.  Locate the Diagram, Table, Graph, Power Point or PDF file you want 
to insert and Click on the file and then click  OPEN 

 
10.   The New Reference window re-appears, showing an icon of imported 

item in the Image Field. 
 

11.   Go to the Caption field and type in a caption for your Table (this is 
optional) 

 
12.   Close the window and the imported Diagram, Table or Graph will be 

saved into your EndNote Library. 
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Importing PDF file into a citation record in 
EndNote9 Database 
 

1. Open the EndNote Library 
 

2. Go to REFERENCES and scroll down to 
SEARCH REFERENCES 

 
3. Enter search terms and click  SEARCH 

 
4. Double click on the retrieved citation to open the 

citation 
 

5. Scroll down and click on   IMAGE 
 

6. Go back up and click on  REFERENCES and 
scroll down to  INSERT OBJECT 

 
7. The Insert Object window opens, click CHOOSE 

FILE button. 
 

8. Go to the location (e.g. desktop, My Document 
folder, etc) where you’ve saved your PDF file. 

 
9. Click on the PDF file and then click  OPEN 

 
10. The Insert Object window opens, click  O.K. 

 
11. The PDF file will be imported into the 

citation. 
 

12. Close the citation. 
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Creating an EndNote9 Subset-library for a 
Manuscript 
 
There are times when you might want to create a separate subset of your 
main library for a manuscript, such as a paper, grant proposal, thesis or 
dissertation.  

 
1. Open the main EndNote library 
 
2. Hold down the Command-key (It’s the CTRL-

key for PC, and the APPLE-icon for MAC), and 
click on the selected citations 

 
3. Go to EDIT and scroll down to COPY. 
 
4. Go to FILE and scroll down to NEW 
 
5. In the Filename box type in a filename for the 

new library (this time the name of your library 
should be specific, e.g. thesis, title of your paper, 
etc). 

 
6. Click SAVE. 

 
7. A new empty EndNote library window opens 

showing four columns: Paper-clip, Author, Year, 
and Title  

 
8. Go to EDIT and  PASTE. 

 
10. Close new EndNote library. 
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Inserting References into a Manuscript from EndNote-9 Database  
 
 

1. Open the EndNote Library that contain the references 
you wish to cite 

 
2. Open the paper that you have saved on your Word 

Processing Program (e.g. Microsoft Word)   
 
3. Position the cursor in the text in your Word-document 

where you would like to put the citation.   
 
4. Go to TOOLS (in your Word-document) and scroll 

down to EndNote9 and Find Citations. (An “EndNote 
Find Citations” window opens)  

 
5. Enter your search for the references in the “FIND” 

window, and click the Search button. (Reference(s) 
matching your search will be retrieved)  

 
6. Click on the reference(s) you want to cite and then 

click the INSERT button on the lower right hand 
corner 

 
7. Repeat steps 3 through 6 until all you have cited all 

your references.  
 

8. To format the bibliography, go to TOOLS (in your 
Word-document) and scroll down to EndNote9 and 
Format Bibliography. (An “EndNote Format 
Bibliography” window opens) 

 
9. Click the BROWSE button on the right side of the With 

Output Style window  
 

10. Select the journal bibliographic style you want 
from the  With Output Style window and then click the 
OK button. 
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Incorporating Images Into Manuscript from EndNote9 
Database  

 
 

1. Open the EndNote Library that contains the figures 
you wish to incorporate into your manuscript. 

 
2. Open the manuscript that you have saved on your 

Word Processing Program (e.g. Microsoft Word)   
 
3. Position the cursor in the text in your Word-

document where you would like the image or figure to 
appear.    

 
4. Go to TOOLS (in your Word-document) and 

scroll down to EndNote9 and Find Figure(s). (An 
“EndNote Insert Figures” window opens) 

 
5. In the Find text box, enter the name you have 

assigned to the image or figure.  
 

6. Click  SEARCH (the image will appear at the 
lower portion of the screen) 

 
7. Click  INSERT button at the lower right corner of 

the screen and the image will be incorporated in the 
manuscript. 

 
8. To resize the incorporated image to fit the page, 

click on a corner of the image and then hold down the 
SHIFT-key, and drag the image to resize it 
proportionally. 

 
9. Go to FILE and SAVE (since it is a WORD document)  
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Incorporating Charts, Graphs, Tables, into Manuscript from EndNote9 
Database  

 
 

1. Open the EndNote Library that contains the figures 
you wish to incorporate into your manuscript. 

 
2. Open the manuscript that you have saved on your 

Word Processing Program (e.g. Microsoft Word)   
 
3. Position the cursor in the text in your Word-

document where you want the image or figure to 
appear.    

 
4. Go to TOOLS (in your Word-document) and scroll 

down to EndNote9 and Find Figure(s) in the sub-
menu. (An “EndNote Find Figures” window opens) 

 
5. In the Find text box, enter the name you have 

assigned to the Chart or Table you want to insert.  
 

6. Click  SEARCH (EndNote displays a single 
matching reference. The file attachment icon appears 
in the lower part of the screen) 

 
7. Click  the INSERT button at the lower right corner 

of the screen.(The Chart or Table will load slowly and  
appears  at the location where you want it to be) 

 
8. To resize the incorporated Chart or Table to fit on 

the page, Click on a corner of the chart and then hold 
down the SHIFT-key, and drag the chart to resize it 
proportionally.  

 
9. Go To FILE and SAVE  
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Compiling a Select List of Favorite Journals Output Style in 
EndNote9 

 
 

1. Open the EndNote program 
 
2. Go to  EDIT and scroll down to Output Styles 

and select Open Style Manager in the sub-menu.  
 

3. Click on the Category button to have journals 
listed by subject categories 

 
4. Click on the square check box to the left of the 

journal that you want on your “favorite list” 
 

5. When you have completed your selection, close 
the “EndNote Styles” window. 

 
When you next format your bibliography, the 
“With Output Style” window will display only the 
list of your favorite journals for selection.    
 
 
 

Adding a journal to your  Select List of Favorite Journals  
 

1. Open  the EndNote program 
 

2. Repeat Steps 2 through 4 
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Creating Independent Bibliographies 
 
 
COPY FORMATTED METHOD 
 

1. Open your EndNote Library and holding down the CTRL key, 
select the references for the bibliography. 

 
2. Go to EDIT  and Output Style submenu and select the style 

your want. 
 

3. Go to  EDIT and choose  Copy Formatted to copy the selected 
references. 

 
4. Open a blank document in your word processor, put the cursor 

where you would like the references to appear, then go to EDIT  
and   PASTE.  

 
5. Go to FILE and SAVE. 

 
DRAG-AND-DROP METHOD 
 

1. Open your EndNote Library and holding down the CTRL key, 
select the references for the bibliography. 

 
2.  Go to EDIT  and Output Style submenu and select the style 

your want. 
 

3. Open a blank document in your word processor. 
 

4. Hold down the CTRL key and drag the references from the 
EndNote Library and drop them directly onto the open word 
processing document. 

 
5. Go to FILE and SAVE. 
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Creating a Bibliography with “Headings” in 
EndNote-9 
 

1. Open the EndNote Library 
 
2. Hold down the CTRL-key and select the references you wish to include in the 

Subject Bibliography 
 

3. From the TOOLS  menu select Subject Bibliography to display a list of 
EndNote fields 

 
4. Select the field(s) whose contents you wish to use as Subject Headings, e.g. 

Keywords, or Authors, or year of publication, etc. 
 

5. Select the check boxes:  “List Each Author separately” and  “In other 
fields, list each entry that is separated by slash, carriage return, or 
line feed” at the bottom of the screen 

 
6. Click  O.K. to display terms found in the fields of the citations you selected, e.g. 

names of authors in Author-field (if you have selected Authors for your headings) 
or subject headings in Keyword-field (if you have selected Keywords for your 
headings). 

 
7. Select the terms you wish to include as Subject Headings (e.g. Drug Interactions, 

Drug Therapy, etc.) 
 

8. Click O.K. and the Subject Bibliography list appears. 
 

9. To select the style for your bibliography click on the arrow of the Output Style 
window at the top of the screen, select the style and click SAVE 

 
10.  To delete a subject heading from your bibliography click on the TERMS window 

to display a list of subject headings. Select the subject headings you wish to keep 
and click O.K. 

 
11.   To insert a Title for the subject bibliography, click on the Layout button and in 

the Reference List Title window type the Title (e.g. Biomedical Literature), 
and click O.K. 

 
12.  Click  SAVE to save as a Word document. 

 
 

 


