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Getting Started with EndNote X2       PART  1 

Entering Records Manually, Formatting the EndNote Screen Display 
 
What's New in EndNote X2 é 
 Create groups to view and manage subsets of references  

 New óCite While you Writeô tab in Microsoft Word 2007 

 Seamless integration with Endnote Web  
VOCABULARY  

ü Library:  a database  or collection of bibliographic records/citations.  There are three ways to insert 
records into your library:  

1)  Manually  
2)  Importing saved records from an online index (ERIC, Historical Abstracts, PsychInfo, 

Dissertation Abstracts, etc.)  
3)  Using EndNote to connect directly to article databases, search, and save results in your 

database of records  

ü Reference: Citation/item in your  bibliography  
ü Reference Type:   e.g. book, journal article, web page, dissertation, etc.  

ü Field:  Names for categories of information contained in each Reference. e.g. Author, Title, 
Publisher, Year, etc.  

ü Output Style:   Style convention e.g. Chicago, APA, ML A, etc.  
ü Import Filter:  Used in conjunction with database such as ERIC, PsycInfo, MLA, etc.  Allows 

EndNote to configure your imported references into your EndNote Library.  
ü Connection File:   Used when directly searching a catalog (IUCAT, Library of Congress ) or 

database (PubMed, ovid).  

 
GETTING EndNote X 2  FOR YOUR HOME COMPUTER  

ü Download for free from IUware Online website: http://iuware.iu.edu/title.aspx?id=825    
 

FINDING HELP FOR EndNote  
ü Help screens with in EndNote  

ü User Manual that comes with program (over 500 page PDF file) 
http://www.endnote.com/support/helpdocs/EndNoteX2WinManual.pdf  

ü IUPUI Libraries web site: http://www.ulib.iupui.edu/libinfo/researchsoft/endnote  

ü Indiana Libraries web site: http://www.libraries.iub.edu/index.php?pa geId=3607  
ü EndNote Tech Support: http://www.endnote.com/support/ensupport.asp    

ü Step -by -Step help online : http://libweb.uoregon. edu/guides/bibsoftware/index.html   
 

IMPORT FILTERS AND C ONNECTION FILES  
ü Many filters are already included with your EndNote software, but if you need additional filters, or 

help on downloading formats, please visit these sites:  
http://www.endnote.com/support/enfilters.asp   

http://www.endnote.com/support/endownloadinstruct.asp  
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http://libweb.uoregon.edu/guides/bibsoftware/index.html
http://www.endnote.com/support/enfilters.asp
http://www.endnote.com/support/endownloadinstruct.asp
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Creating a Library  
 

When yo u open the EndNote program, you will see the following display.  
1. Click the button to Create a new library . 

 

 
 
2. Give your new library a name.  For todayôs example, letôs save the library on the desktop.   
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Adding References to a Library  

 
Here is your new library.   There are no references in a brand ne w library, so to add one, click on this icon: 

.  You can also add a reference by going to References Ą New Reference  or  using  Ctrl+N . 

 
1. Entering a Journal Article  

The default reference type is a Journal Article.  Use your mouse or the tab key to move between fields to 

enter information.  There is no need to save when you are finished entering information.   
Simply click on the box with the X within the reference to  close it and enter another.  

Á Author names can be entered either ñFirst Middle Lastò or ñLast, First Middleò 
Á Use a carriage return/hit óEnterô if entering multiple authors 
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When you close your record, you will now see it displayed in your library.  

 

 
 
 

2.  To add fields to the display in your Library, adjust other display properties, or add custom reference 
types ,  click Edit Ą Preferences . 
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3. Entering a Book  

Click  .  to begin a second reference.   

Change the Reference Type  to Book  or other reference type and the fields will change accordingly.  

 
 

 
Editing References in a Library  

 
1. Spell Check  

You can only spell check an individual reference,  not the entire library at once. D ouble -click on the 

reference youôd like to spell check.  Click  on the spell check icon:   or use Ctrl + Y . 

  
The first time you use the spell check, it might stop at every word.  If this happens follow the steps below:  

 
In EndNote go to "Edit >  Preferences" and click on the "Spell Check" option.   Then click on the 

"Options" button.   Change the "Main Dictionary Language" to "American English Medical" and click 
"OK".  

 
Then click on the "Dictionaries" button.   Under "Files" you should have "ssceam. tlx" listed.   If it is 

not, click on the "Add File" button and select "ssceam.tlx" then click "Close".   Click "OK" to close 

the preferences window and then open a reference and perform the spell check again.  
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2. Changing Citation Output Style  

To change  the output style, click Edit Ą Output Styles Ą Open Style Manager  for a list of available 
citation styles.  

  
 
 

You can also create a custom style by going to  Edit Ą Output Styles ĄNew Style .    

 
 

After you choose a style and close the Style Manager , select the desired output style from the main 
pageôs tool bar pull down menu.   
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 Getting Started with EndNote X2        PART 2       

Importing Saved Records from an Article Database  
 

Step One: Obtaining Instructions from EndNote  about how to correctly save citations.  
 

EndNote contains tips on how to successfully download citations from a database.  Because databases 
provide many options, this can be important so that you r citations will import properly.  

 
Select EDIT Ą Import Filters Ą Open Filter Manager  
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This is the Filter Manager Screen:  

 
 

Á You can sort the list by database title, or the Information Provider (Vendor/company providing the 

database).  

Á Marking the box next to the databases that you search most oft en is a good ideaéthey will appear 

later in a list of frequently used filters.  

 
The Comments  box gives instructions about downloading from this database.  For example, these are the 

instructions for downloading citations from the above slide, the AARP Age line (OvidSP) database :  
 

Download instructions:  

Display your search results by clicking on "Display" in the Search History table. Locate the Citation 
Manager at the bottom of the page. Use the following settings.  

Fields: Complete Reference  
Citation Format : Direct Export (if available), or Reprint/Medlars  

Click the Save Action button to download your search results.  
LIMITATIONS  

1. Complete source parsing for books is sometimes not possible; one must parse the information manually 
after importing.  
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2. Corporate authors are parsed as if they were the names of individuals.  In such cases, one must move 

the comma to the end of the line, e.g.  
Center for Economic, Studies -- >  

Center for Economic Studies,  

 
 
Step Two: Searching a Database and Saving Citations as a Text File  

For this example, letôs search the ERIC database from CSA.   
1. Conduct a search, select the records you wish to import in your database by marking the box next to 

the citation, then click the Save/Print/Email Records  link in the database:  

 
 

    

2.  The next screen prompts you to either save, print or email.  We want to SAVE  these records in the PC 
file format.  

 
 

You can also adjust the 
format of your imported 
records by changing this 
option (full record, just the 
citation, etc.)  You can also 
customize the saved file to 
include only desired fields  
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3. Depending on the security settings of your computer, you may see a dialog box similar to the one 

pictured below.  You want to SAVE  this file.  
 

 
  
 

Give your file an easily -identifiable file name and chose a óSave in:ô location.  I recommend saving to the 
Desktop because you can easily find the file later and delete when finished. Leave the file extension set to 

TEXT DOCUMENT (.txt) and  click  SAVE.   

 
 
 

 
 

 
 


