
Guideline for



EndNote is a bibliographic software which 
allows you to create a database of references 
which you have gathered in online searches 

or typed in manually.



 To create and organize bibliographic references

 To collect and compile bibliographic information 
from various resource.

 To produce complete references according to 
required citation style or format.



EndNote



Open EndNote Software and get this 
interface
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Select ‘Create a new EndNote Library’

Click ‘Save’
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This is the interface where all the 
reference will be display

Start creating new reference by clicking 
‘Reference’ -- > ‘New Reference’ 1
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Enter all the information regarding your 
materials

Select your 
materials type

Choose any 
style here
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If your desired style is 
not in the list, choose 
‘Select Another Style’

A popup window will 
appear, choose any 

style eg:APA 5th

Click ‘choose’
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Fill up the information from you materials
After all the 
information 

has been filled, 
click ‘close’ box
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List of reference that 
has been entered

Check your reference 
type

Display your reference on 
what style that you choose



EndNote



Click ‘Search’ to use 
Advance Search



Enter what you want 
to search for

Filter your search from 
drop down menu

Click ‘Search’
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Search result of your 
search



Tick the box of any article that 
you want to import its reference

Make sure to determine the 
status of the article before 

importing the reference

Full text 
access

Open access 
content

Full text not 
accessible
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Click ‘Export 
citations’



Click ‘Export’

Make sure the export format is supported 
by EndNote program (RIS format)
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Open using EndNote software, 
search for your EndNote 

Library that is created earlier

Make sure the reference 
window is close before 

importing any reference 

Click 
‘Open’
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View your imported 
references



Double click the reference 
to update any information

Update only known information, 
example ‘Year’ field
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EndNote



Click at gear button to access the 
Advance Search



Use any search option for your 
searching



Select any title that meet your 
needs.

You may also uncheck the ‘Include 
Preview-Only Content’ option
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Make sure the article is full text 
access

Click ‘Export citations’
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Make sure the downloaded 
citation is supported by EndNote



Open using EndNote program



Open using EndNote software, 
search for your EndNote

Library that created earlier

Make sure the reference 
window is close before 

importing any reference 

Click 
‘Open’
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View your imported 
reference



EndNote



Click ‘Advance 
Search’



Enter your keyword Filter your search

Click ‘Search’
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View your search result



Tick the box of any article that 
you want to import its reference



Click ‘Download 
citations’

Make sure the downloaded 
citation is supported by EndNote
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Open using EndNote software, 
search for your EndNote

Library that created earlier

Make sure the reference 
window is close before 

importing any reference 

Click 
‘Open’



View your imported 
reference



EndNote



To view all imported and manual 
entry reference, click 

‘Reference’ --> ‘Show All Reference’



You may view the reference type 
of imported and manual entry 

reference

Change the reference 
format to which you prefer
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To export references, click 
‘File’ --> ‘Export’

Make sure which citation format you 
choose before exporting the reference
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Save as type: ‘Rich Text 
Format (*.rtf)’

Click 
‘Save’
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View your listed reference



Click at the reference while holding the 
‘Ctrl’ button if you want to export 

selected reference only



Click ‘File’ --> ‘Export’

Make sure to choose the correct style



Save as type: ‘Rich Text 
Format (*.rtf)’

Click 
‘Save’



View your selected 
reference



EndNote



Make sure you have EndNote Add-Ins 
installed for your Microsoft Word

Notify the 
EndNote toolbar

Example of your 
work
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Let say you want to 
cite this sentence



Put the cursor at the 
end of the sentence

Click at the 
hourglass icon
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A popup windows 
will appear

Enter title or any keyword 
know from your reference

Click ‘Search’

Your listed reference from your 
EndNote Library will appear1
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Select reference 
that you want to use

Click 
‘Insert’
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Notify the citation 
has been added

The complete reference is 
placed below
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If you want to change the style, 
just click at the citation

Click at ‘Format Bibliography’ 
at EndNote Toolbar
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A popup ‘Format 
Bibliography’ will 

appear

Select the output 
style from drop 

down menu

Click ‘Ok’

1

2

3



New ‘Numbered’ 
format

Notify the reference 
format has change
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EndNote



Login at UniMAP
Portal



Select ‘Library’ tab



Click at ‘EndNote X’ link to 
download the application

Get the serial number for 
installation later



Check out our new 
services at 

libanswers.unimap.
edu.my

Any inquiries, contact us at:


