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Part 1. Download and install 
EndNote program

Make sure no other applications are running, 
especially Microsoft Office, or 
OpenOffice.org applications.



Compatibility: Windows
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 The EndNote file that edited in EndNote X9.3 or later version
will not be backwardly compatible with older versions of
EndNote.

X8 X9 X9.3 20 21

Windows 7 ○ ○ ○ x x

Windows 8 ○ ○ ○ x x

Windows 10 ○ ○ ○ ○ ○

Window 11 x ○ ○ ○ ○

→ Windows Compatibility Guide

Word 2013 ○ ○ ○ ○ ○

Word 2016 ○ ○ ○ ○ ○

Word 2019 ○ ○ ○ ○ ○

Word 2021 ○ ○ ○ ○ ○

Office 365 ○ ○ ○ ○ ○

https://support.clarivate.com/Endnote/s/article/Windows-Compatibility-Guide?language=en_US


Compatibility: Macintosh
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 The EndNote file that edited in EndNote X9.3 or later version
will not be backwardly compatible with older versions of
EndNote.

X8.2 X9 X9.3 20 21

OS 10.13.x High Sierra ○ ○ x x x

OS 10.14.x Mojave ○ ○ ○ ○ ○

OS 10.15.x Catalina x x ○ ○ ○

OS 11.1.x Big Sur x x x ○ ○

OS 12.x Monterey x x x ○ ○

OS 13.x Ventura x x x ○ ○

OS 14.x Sonoma x x x △ ○

→ macOS Compatibility Guide

Word 2016 ○ ○ ○ ○ ○

Word 2019 ○ ○ ○ ○ ○

Word 2021 x x x ○ ○

Office 365 ○ ○ ○ ○ ○

https://support.clarivate.com/Endnote/s/article/macOS-Compatibility?language=en_US
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EndNote X9.2↓ X9.3↑ program

EndNote 
Program Version

Library Version

X9.2↓ programEndNote X9.3↑

+

+

=

=

○

╳

Can you open the 
file successfully?

New core database

Old core database

Old core database

New core database



Download the EndNote

If you are a new employee or have never logged into 
the Library Catalog, please log in to the Library 
Catalog System first and agree the "Personal 
Information Collection and Usage Notice." This will 
enable you to use the E-resources System and 
connect from off-campus.

1
Step 1. Go to the E-resources System

Step 2. Log in with your TMU email

Step 3. Search ‘EndNote’
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https://libelis.tmu.edu.tw/
https://libelis.tmu.edu.tw/
https://jumper.tmu.edu.tw/
https://jumper.tmu.edu.tw/


Download the EndNote

2 Extract “EN##.zip” file exactly, if not, you will be 
asked to enter the Serial Number.

➊ right click ➋ select “Extract Here” 
or “Extract files…”

➌ you’ll get a EN##   
folder
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➍ Double click to
open the folder

➎ Double click the .msi file to install EndNote program



How to install EndNote on Windows

Note Extract the zipped file exactly.

If you get asked for a 
Serial Number when 
you install EndNote…

1. Cancel the 
installation process

2. Go back to the 
downloaded file and 
right click on it

3. Select Extract All

4. Install the program 
again from the 
extracted files
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How to install EndNote on Windows

Note
If you are going to submit a paper, select “Custom” type, 
otherwise you can select “Typical” type.

10

Typical type installs 
only the most 

popular 495 output 
styles, filters.

Custom type installs 
more than 7,000 
output styles to 

completely install.

Typical Type

Custom Type



How to install EndNote on Windows

Note If you are going to submit a paper, select “Custom” type, 
otherwise you can select ”Typical” type.

➊

➋

➊
Click on the icon next 
to “EndNote for 
Windows” to display 
the dropdown menu.

➋
Select “Entire feature 
will be installed on 
local hard drive”.
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How to install EndNote on Macintosh

Note If you are going to submit a paper, select “Custom” type, 
otherwise you can select “Typical” type.

➊ After completing the 
installation, open EndNote 
and select Customizer from 
the EndNote menu.

➋Mark all boxes and click the “Next” button.
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Other reminders

Note The EndNote and Mendeley plugins in Word don't

play nicely together, so you might experience

problems if you have both installed (such as receive

the message "Cannot Edit Range").

To solve this problem, you can remove or disable the

Mendeley plug-in.
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Windows Mac
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Part 2. The interface



Build your own EndNote library

You are going to see 
an .enl file and an folder 
with same file name .

Click                                to create 

a new library or click “New…” 

option from the File menu. 

(Shown as below)
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Other reminders

Note Never store an EndNote library in any cloud-syncing

system such as Dropbox, iCloud, Google Drive,

OneDrive, or any similar services. These services will

corrupt your EndNote library.

Note

Back up your EndNote libraries frequently.Note

Every EndNote library is made up of two parts,

the .enl file and the .data folder. Always keep them

together.
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The interface The Summary tab displays a 
detailed overview of a 

selected reference. Quickly 
alter reference metadata 

from the Edit tab.

The Preview panel shows 
you how a reference would 

appear formatted with a 
specific output style.

The Reference List panel 
shows the individual 

references stored in your 
EndNote library, also knows as 

library records.

The Groups panel shows you 
both default groups and 

groups or group set that you 
create for your research 

project.

Use the Advanced search
panel to find an item in your 
library or to query a remote 
database for new references 

to capture.



Part 3.Importing 
bibliographic to Endnote

1. From databases
2. From pdf file(s)
3. Create manually
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Import from Pubmed 1/2

➊

➌

➋
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Import from Pubmed 2/2

➍

You will get a file ended with a .nbib
extension. Double click to import 
reference(s) into EndNote library.

➎
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Import references on Windows

➊ Select the option to Open.
Note that you can also select the option to Always open files of this type if you 
are absolutely sure you always want it to open those files in EndNote in the future. 

➋ If you see the window like this >>>
, click “More apps” and select the 

EndNote application in the list of 
available applications . 

Unmark the box to always use this app 
to open files of this type unless you are 
absolutely sure you always want this 
type of file to be opened by EndNote.
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Import references on Macintoch

➊ If you see the window below, 
click Choose Application to see a list of available applications.

➋
Select the EndNote 
application in the 
Applications/EndNote
folder, then click the 
Open button.
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➊ ➋

Change the setting before searching Google Scholar.

Import single reference from 
Google Scholar 
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➌
➍

➎

Import single reference from 
Google Scholar 
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➏

After clicking “Import into EndNote”, the 
browser will download a “scholar.enw” file.
Double click to import reference into EndNote 
library.

➐

➑

Import single reference from 
Google Scholar 
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➊

➋

To get started, log in with your Google Account.

conduct your search

Click the Star☆ under references that you’re 
interested in.

Import multiple references 
from Google Scholar 
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➌

➍

➎

For GS, it will send with a .enw extension.

Import multiple references 
from Google Scholar 



Find Full Text 1/3

➊ Click to highlight the reference(s) that you 
want to find full text.

➋ Right click and select 
“Find Full Text”.
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Find Full Text 2/3

After the "Find Full Text" has been performed, the status will 
be :

There is no full text file when you import a bibliography from 
an online database or from Google Scholar. You may be able to 
get some of the full-text articles from the "Find Full Text" 
feature, but not all of them.
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Found PDF

Found URL

Not Found

Full text retrieved and downloaded.

No full text, but the full text link was retrieved.

No full text or link.

😀

😐

☹



Find Full Text 3/3

Reasons for not receiving full-text articles:
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Publication year is too early to have an electronic version.3

Find Full Text is not compatible with the providers, such 
as ScienceDirect, Wiley, Ebsco. (reference)

Article is too new to have a link.

You may not be in TMU IP range.

No subscription nor open access article.2

1

4

5

https://support.clarivate.com/Endnote/s/article/EndNote-Optimizing-Find-Full-Text-results-with-X2-and-later?language=en_US


Convert a PDF into EndNote:  
Windows

➊

➋ ➌

➍

➎ Choose “PDF”

➏
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Convert PDFs into EndNote: 
Windows

➊

➋
➌

➍ select a folder 

➎

➏
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Convert a PDF into EndNote: 
Macintosh

➊

➋

➌ select a pdf file

➏

➎

➍ Click “Options” to 

display other options.
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Convert PDFs into EndNote: 
Macintosh

➊

➋

➌ choose a folder

➏

➎
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➍ Click “Options” to 

display other options.



Sample: failed to import from PDF files
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Convert PDFs into EndNote references

EndNote will download reference information 
from CrossRef, Pubmed and WOS.

PDF must contain Digital Object Identifier (DOI).

Scanned PDF files do not contain the 
information EndNote needs to convert the 
file to a reference.



Create a New Reference

➊

➋

New references appear 
as “Journal Article” but 
can be changed to any 
other type of reference. 
Notice that the field 
labels changes to reflect 
the type of bibliography 
information you would 
record.

You also can select “New 
Reference” in References 

menu.
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Enter the bibliography information

Individual author names must be 
entered one per line.

➌

Create a New Reference



X

O

Authors that are organizations 
need to be entered with a 
comma after the name, 
otherwise EndNote will 
interpret part of the name as a 
family name.
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Create a New Reference



Part 4. Insert Citation & Bibliography 
into Microsoft Word
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EndNote toolbar in Word for  Windows

➊

➋

➌

➍
➎

Sample: MS Word 2019 
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EndNote toolbar in Word for Mac

➊

➋

➌ ➍
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Sample: MS Word 2019 



Insert reference(s) from EndNote
Don’t forget to place your cursor after the text that you want to insert 
citation. 

Method 1 insert via the EndNote toolbar in Word 1/2

➊

You also can click on the text ”Insert 
Citation” to display the dropdown 
menu, then select

Note
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Insert reference(s) from EndNote

➌

➋

➍

Enter a 
keyword to 

find references. 

Click to 
highlight the 
reference(s).

Note
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Method 1 insert via the EndNote toolbar in Word 2/2

You can select multiple references by pressing CTRL or SHIFT key.



Insert reference(s) from EndNote

➊

➌

➋ Click to highlight the reference(s).

Select the 
reference(s) 

within any group.

Note
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Don’t forget to place your cursor after the text that you want to insert 
citation. 

Method 2 insert from the EndNote program 



Change Bibliography Style

You can not use more than one
output style in a Word document.
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Choose a new style from the drop-down menu.

If you do not see the style you want, click Select 
another Style… to select any style installed on 
your computer.



Edit Citation or Bibliography

In your document select the citation you want to change by placing the 
cursor anywhere within it (it will appear greyed out). Next, select the 
Edit & Manage Citation(s) button

One of the biggest mistakes EndNote users make is to edit their 
citation in MS Word, this corrupts your EndNote Library.

Note
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Edit Citation or Bibliography
One of the biggest mistakes EndNote users make is to edit their 
citation in MS Word, this corrupts your EndNote Library.

Note

➊

➋

➊ Select the citation you want to change by placing the 
cursor anywhere within it (it will appear greyed out).  
➋ Select the Edit & Manage Citation(s) button.

➌
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Remove Citation & Bibliography

➊

➌

Place your cursor on the 
citation that you want to 
remove before clicking 
Edit & Manage 
Citation(s) button, then 
you will find the citation 
you clicked on already 
selected.

➋ Click▼to show the menu.



Remove Field Codes

➊

➋

➌

 A copy of the document, without 
field codes, appears in a new 
document window.

 The new copy does not contain 
the EndNote field codes, thus 
you cannot edit with Cite While 
You Write (EndNote) anymore. 

You may need to remove field codes before sharing your document 
or E-mail to publisher.

Note
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Back up your EndNote library

➊

➋

➌

When this compressed file 
be opened it will extract to 
create a “.enl” file and a 
“.data” folder.
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Again
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Don’t remove citation and bibliography by pressing 
DELETE key, it may corrupt your document.

Never put EndNote libraries in any type of syncing 
drive or folder. They cause corruption over time. 

Back up your EndNote libraries frequently.

Every EndNote library is made up of two parts, 
the .enl file and the .data folder. Always keep them 
together.



Part 5. Bonus
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Find duplicates 1/2
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You still need to de-duplicate again manually.Notes
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Find duplicates 2/2

Choose which record you’d like to keep. Click X to close the dialog 
box and select all the 
duplicate records.

You still need to de-duplicate again manually.Notes



Retraction alerts
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To activate retraction alerts, you will need to be signed in to your 
EndNote online account. Once signed in, you will get alerts with every 
library you open.

Note

Retracted items auto-group

Alert on the reference window



Sign up an account 1/2
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 For Mac users: 
You can find Preferences in 
the “EndNote” menu.



Sign up an account 2/2
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EndNote Account Credentials
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↑Do not select
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asktmul@tmu.edu.tw

(02) 2736 1661 #2515

3F, Comprehensive Medical Building 
(Rear building), Xinyi Campus

Mon ~ Fri

10:00-13:00, 13:30-17:00

@509milvh

Problems

Ask us at the Reference 
Desk, we will do our 
best to solve your 
problems.

https://lin.ee/mizgLTU

