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EndNote Web User Guide 

1. Go to www.myendnoteweb.com 

2. You’ll need to sign up to a new account which you can do by following the link on the home 

page. 

 

 
 

3. Follow the registration instructions and you will end up at your EndNote home page. 

 
 

 

 

 

 

 

 

 

http://www.myendnoteweb.com/
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Adding a reference manually 

 

4. You can now start to add references 

Hover over the ‘Collect’ tab and click on ‘New Reference’. 

 

 
 

 

5. First of all, you need to tell EndNote what type of reference you are adding (e.g. journal 

articles, report etc) 

So click on the drop down box and select the appropriate reference type. 
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6. Fill out the appropriate fields and click on ‘Save Reference’ at the top. 

 

N.B. When entering authors you need to put the surname first followed by a comma and the 

author’s name or initials. If there is more than one author use a need line for each. If the author is an 

institution (e.g. Defra) you need to put a comma after the name of the institution i.e. Defra, 

Now if you click on the ‘My References’ link on the left you will see that the reference has been 

added to your library. 
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Importing a reference 

Rather than adding a reference manually you can also import a reference from some online 

databases such as JStor. 

1. Open a new tab and go to www.jstor.org 

2. You need to temporarily turn off your pop up blocker. You can do this by clicking on ‘Tools’ 

in the toolbar in Internet Explorer. Then select ‘Pop-up Blocker’, followed by ‘Turn off Pop-

up Blocker’. 

 

 

 

 

 

 

 

http://www.jstor.org/
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3. Use the search box to find a journal article and then click on the title of the article that you 

want to look at 

 

 
 

4. If you want to add the reference to your EndNote library click on the ‘Capture’ icon in the 

toolbar in the top left of your screen 

 

 

5. An EndNote pop up box should appear with the reference in – double check that the details 

are correct. Ensure that the ‘EndNote Web’ option is selected at the top and click on ‘Save 

to’. 

6. Now if you go back to your EndNote page and click on the ‘My References’ Tab in the top 

toolbar you will see that your reference has been added. 
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7. You can look at your reference by clicking on it: 

 
 

8. You can open the reference by click on the small arrow in the URL field. 
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Cite as you Write in MS Word 

In addition to helping you to store and record your references online, EndNote Web helps you to 

reference sources in text and build a bibliography in Microsoft Word. To do this you need to use the 

Cite as you write tool in Word. This is already on the college computers but if you would like it on 

your personal computer you can download it from the EndNote website. 

1. On the EndNote web website hover over the ‘Options’ tab, then click on ‘Download 

Installers’. There are various options you can choose from. If you are using Microsoft 

Windows click on link and follow the download instructions. 

 

 

Once you have downloaded Cite as you write, an EndNote Web tab will appear in Word. This will 

allow you to insert references from your EndNote library while you are typing.  

When you click on the EndNote Web tab you will be asked for your EndNote log-in details 

 

 

1. To insert a reference, click the cursor where you want the reference to appear and then click 

on ‘Find Citation’ in the EndNote toolbar). 

2. A pop up box will appear prompting you to search for the reference you require. You can 

serach by the author’s name or any word in the title. 

3. Click on the ‘Find’ icon and the reference you require should appear in the box below. 

4. Click on it so that it is highlighted and click ‘insert’ or just double click on the reference. 
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The reference e.g. (Hall and Pretty 2008) will appear. You will also see that the full reference has 

appeared at the bottom of your document – this will be your bibliography. 

The default format for citations is the surname followed by the date. However, sometime you will 

want a different format. For example if you have referred to the author in the text you will only want 

to insert the date. E.g. According to Hall and Pretty (2008) farmers who are more environmentally 

friendly.... 

1. In this case insert the citation as before and it will appear in the default format. Click on it so 

that it is highlighted and then  click on the ‘Edit Citation’ icon in the EndNote toolbar. 
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2. A pop up box will appear in which you can choose to exclude the author from the citation. 

You can also add a prefix or suffix to the citation. This is where you can add page numbers. 

To do this simply write a colon in the ‘suffix’ text box followed by the page number(s).   

 

3. Once you have filled in all the relevant details click ‘OK’ and the citation should have been 

amended. 

You can have more than one reference in each citation. For example: (Pretty and Hall 2008; Baker 

2010; George et al 2002). To do this you just need to click on your first citation so that it is 

highlighted and insert another citation in the same way as above.  

All the citations and bibliography are linked and you are not able to edit them by just clicking on 

them like you would normal text. However, sometime you may wish to make changes to them. To do 

this you need to convert them into normal text. 

1. To do this click on the ‘Convert Citations and Bibliography’ icon in the EndNote toolbar and 

then select ‘Convert to Plain Text’. Make sure you have completely finished you document 

before you do this as the citations and bibliography will no longer be linked so if you add any 

more citations they will not be entered into the same bibliography. 

 


