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EndNote Web is a companion product to the desktop version of EndNote.  It has many of the same 
features as EndNote desktop (such as the ability to save references, import references from databases, 
automatically insert footnotes and create bibliographies for research papers, etc.), but it also allows you 
to access your reference libraries over the Internet at any time, and from any computer anywhere.  In 
addition, you can create groups of references that you can share with colleagues or collaborators 
anywhere in the world.  References saved in either EndNote desktop or EndNote Web can be 
transferred from one product to the other.  
 
 
 
Getting Started 
 
 

• Register for an EndNote Web account -- Go to:  www.myendnoteweb.com 
You must use an on-campus computer to register 
Once you’ve registered, you can access EndNote Web from any computer, anywhere 

 
• Click on Sign Up and follow the instructions 

 

PASSWORD TIPS -- Your password must 
Be 8 or more characters (no spaces) and contain:  
   - at least 1 numeral: 0 - 9  
   - at least 1 alpha character, case-sensitive  
   - at least 1 symbol: ! @ # $ % ^ * ( ) ~ ` [ ] | \ & _  
Example: 1sun%moon 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

The next time you want to 
use EndNote Web, go to 
the web address above, 
and then Log-In with your 
e-mail address and the 
password you selected 

Click here to register



2 
 

Working with EndNote Web 
 
 

You will use four main tabs in EndNote Web – My References, Collect, Organize, and Format. 
 
 
 My References 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Quick Search 
 

The Quick Search box will enable you to search through your library of references for a particular 
reference.  You can search through all of your references, or you can search through specific groups 
of your references by clicking on the drop-down arrow and then selecting the group.  The lower part of 
this sidebar displays links to the groups of references that you have created.  You can share your 
groups with others, and others can share their groups with you using the Organize tab (see below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search your library 
of references 

Click a group name to 
display the references 
in that group 

Indicates you are sharing 
this group with a colleague  

Number of references 
in this group 

References that have 
not yet been assigned 
to a group  

The group of 
references 
currently 
being 
displayed 

Create a quick bibliography 
using selected references 

Select a group of 
references to search 

Indicates a colleague is 
sharing this group with you 

Move a reference 
to the trash 

Completely 
remove deleted  
references 



3 
 

Collect 
 

Use this tab when you want to add references to your EndNote Web library.  There are three methods 
for adding references – Online Search, New Reference, and Import References. 
 
 
Online Search 
 

Search remote databases and pull references into your library without leaving EndNote Web.  Most of 
the databases that can be searched are freely accessible academic or public library catalogs, but you 
can also search the free PubMed database from here.  You cannot search databases for which the 
library must pay a subscription (such as PsycINFO) through this feature (See Import References). 
 
 
Step 1 – Choose the database 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2 – Enter keywords 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3 – If you selected a “range of records to retrieve,” choose how many to view 
 
 
 
 
 
 
 
 
 
 

Select a database from the 
drop-down list, or click on 
the “Customize” link to 
create a list of your 
personal favorite databases 

Type your 
keywords into the 
search boxes You may choose to search in 

specific “fields” of the 
publication description, such 
as author, title, etc. 

You can change this number 
to view a smaller portion of 
the search results 

Choose how 
many references 
you want to see. 
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Step 4 – Select which references to save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
New Reference 
 

Manually add information about references you want to include in your library.  Click on the Save button 
when finished. 
 
NOTE:  Unfortunately, it is not possible to attach the pdf version of an article to its companion 
reference in EndNote Web at this time (it is possible to do this in EndNote desktop). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

First, mark the 
references you 
want to bring into 
your library 

Then, select the group you want to 
place them in 
 

When you go back to the “My 
References” tab, you will see that 
the references have been added to 
both the group you selected, and to 
“All My References” 

Choose the publication format 

Type in the information

Scroll down the screen 
to add more information  

Click here when finished to save the 
reference and add it to your library 
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Import References 
 

• Run your search in one of the databases to which the library subscribes (such as PsycINFO) 
 

• Follow the database’s instructions for saving the references for import -- Instructions for some 
database providers listed here: http://www.myendnoteweb.com/help/en_us/ENW/hsr_importformat.htm 
 

• Complete the import process in EndNote Web 
 

Select the file you saved for importing 
Choose the database that you used from the drop-down list of databases (Filter) 
Select the group to which you want to send the references 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The resulting screen will show that you successfully imported the references.  Click on the name 
of the group to see the references in that group, including the ones you just added.  They were 
also added to your All My References group. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Locate the file 
you saved for 
importing 

 

 Click to see the full list 
of database options, 
and to create a list of 
your favorite databases 
in the drop down box 

Choose the group into which you 
want to place the citations, and 
then click on the “Import” button 

Click here to see this 
group of references 

Select the 
database you 
used for your 
search 
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Organize 
 

From this tab, you can work with your groups, see which groups colleagues have shared with you, 
and find and delete duplicate references in your libraries. 
 
 

Manage My Groups -- Create, rename, delete and share groups 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sharing one of your groups with colleagues 
 

• Click in the check box to select the group you want to share with colleagues who also have 
EndNote Web accounts.  Then, click on the Manage Sharing button 
 

 
 
 
 
 

• At the next screen, click on the Start sharing this group link 
 
 
 
 
 
 
 
 
 

• Enter up to 1,000 e-mail addresses of people with whom you want to share the group.  Then, 
decide if you want to allow them to just look at your group (Read only), or if you want them to 
be able to look and add (Read & Write) references to your group.  Finally, click on Apply 

 
 
 
 
 
 
 
 
 

Click here to 
create a new 
group – you 
can have up to 
500 groups 

Icon indicates you 
are sharing this 
group with one or 
more colleagues 

Click here change 
the name of a group 

Click here to 
remove a group 
from your 
library 
 

Does not delete 
the references 
from your “All 
My References” 
group 

Click here to start sharing a group 
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• The resulting screen gives you the option to add more names.  If you are done, click on the 
Close Window link 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Your new, shared group will be displayed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• To stop sharing a group at any time, simply uncheck the box in the Share column 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to 
return so that 
you can work 
with other 
groups 
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Others’ Groups – View the names of groups that are being shared with you by colleagues 
 
 
 
 
 
 
 
 
 
 
 
 

• To access the group, click on your My References tab, and then click on the name of the group 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Find Duplicates – View duplicate references in your library, and delete them 
 

• When you click on this link, all references in your library that have duplicates will be gathered 
together.  You can leave the duplicates, or you can delete them.  Only the checked items will be 
deleted.   
 

 
 
 
 
 
 
 
 
 
 
 
 

Duplicate 
references to 
be deleted 

Click here to 
delete the 
checked items 

Uncheck to keep this 
information from 
displaying on the “My 
References” tab 
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Format 
 

Use this tab primarily to create an independent bibliography of all of your references or groups of 
your references. You can also download the plug-in for using EndNote Web to insert references as you 
write your papers in Word here.  If you have downloaded EndNote desktop version X or higher, this 
Cite While You Write plug-in has been downloaded automatically for you. If you haven’t downloaded 
EndNote desktop, you will need to install the EndNoteWeb Cite While You Write Plug-In noted below.  
 
From the Biblography tab, you can also format a paper using RTF format and Export References from 
one bibliographic manager to another, such as from EndNote Web to BibTeX or RefMan. For more 
information on the Cite While You Write Plug-in, Format Paper and Export References functions, 
please refer to the online Help available from within EndNote Web.  The Bibliography function will be 
described here. 
 
 
Create a bibliography 
 

• Select the group of references you want to use 
• Choose the style in which you wish to format the references—by clicking on the Customize this 

list link, you can create a “favorites” list of the styles you use the most often 
• Choose the file format – you can choose between HTML, TXT, or RTF 
• Choose to either Save, E-Mail or Preview & Print your bibliography 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Using Cite While You Write (CWYW) with Microsoft Word 
 
 

If you have downloaded EndNote desktop to your computer, an EndNote toolbar was automatically 
downloaded into your Word program.  If you have EndNote X or higher, you will be able to switch back 
and forth between EndNote desktop and EndNote Web to insert references into your papers.  (NOTE: If 
you have only downloaded the EndNoteWeb plug-in, your only option will be to use EndNoteWeb.)  To 
switch between EndNote and EndNoteWeb: 
 
In Word 2007  

• Click on the EndNote X3 tab 
• Click on Preferences 

 
 
 
 

Select the group 

Choose the style 

Select the format 

Choose the output option

Download this plug-in if you do 
not have the desktop version of 
EndNote on your computer 
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• Click on the Application tab 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the drop-down arrow, and change the Application to EndNote Web.  Type in your 
EndNote Web e-mail address and password, and check Remember my address and 
password.  Click on OK. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Notice that your EndNote toolbar is now an EndNote Web toolbar.  Choose the style that you 
want to use in your paper.  Then, to insert a reference into your Word document, click on the 
Find Citations icon in the toolbar. 
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• Now you will see a screen that will let you search your EndNote Web library for the reference 
you want to insert.  Type some element of the reference, such as the author’s name, into the 
search box.  When the reference is displayed, either double-click on it, or click on it once and 
then click on the Insert button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• And this is how your paper will look! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You can use references from both EndNote Web and EndNote desktop in the same paper.  To 
change back so that you can use references from your EndNote desktop library in this paper, 
follow the same steps described above, but on the Applications tab, change the option back to 
EndNote. 

 

An in-text 
reference has 
been inserted 
where you 
placed the 
cursor in your 
document 

Your bibliography 
is now started for 
you at the end of 
your paper 
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In Word 2003 
 

The process is essentially the same as using Word 2007, but the EndNote and EndNote Web toolbars 
look somewhat different.   
 

• Click on the Preferences icon in the EndNote toolbar 
 

 
 
 
 
 

• Click on the Application tab, and then click on the drop-down arrow to change the Application 
to EndNote Web; click on OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Notice that your EndNote toolbar is now an EndNote Web toolbar.  Click on the Find Citations 
icon on the toolbar (magnifying glass), and then follow the instructions for inserting references 
into your paper as described for Word 2007 above. 
 

 
 
 
 
 
 
 

• You can use references from both EndNote Web and EndNote desktop in the same paper.  To 
change back so that you can use references from your EndNote desktop library in this paper, 
follow the same steps described above, but on the Applications tab, change the option back to 
EndNote. 
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Transferring references between EndNote desktop & EndNote Web 
 
 
NOTE:  All transferring between EndNote desktop and EndNote Web is accomplished 
from within EndNote desktop 
 
 
 
In EndNote desktop 
 

• Click on Tools/EndNote Web 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Login to your EndNote Web account using your E-mail address and password; click on OK 
 
 
 
 
 
 
 
 
 
 
 
 
 

• This box will display while you are being logged into your EndNote Web account 
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• Select the direction for your transfer — you can either transfer from Web to Desktop, or from 
Desktop to Web.   

 
 

Transferring from Web to Desktop: 
 

• Select the group of references you want to transfer.  Click on the drop-down arrow to see the 
list of groups that you have created in EndNote Web 
 

• Choose Transfer References from Web to Desktop, and decide if you want to allow 
duplicates to be transferred 
 

• Click on Transfer 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The references will be added to All References in EndNote desktop, and the group will be 
displayed under EndNote Web (under the Groups heading) on the lower left-hand side of your 
EndNote desktop library window. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

Select the group 
of references you 
want to transfer 
from EndNote 
Web  

Select this option 

Click on Transfer 
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Transferring from Desktop to Web 
 

• Choose the EndNote Web group into which you want to place the references 
 

• Choose Transfer References from Desktop to Web, and then select which references you 
want to transfer 
 

• Click on Transfer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The references will be added both to the group you specified, and to All My References in 
EndNote Web 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Prepared by:  Janet Dagenais Brown, Assoc. Prof.        6/11/10 
                       Education & Social Sciences Librarian  

Select this option 

Click on Transfer

Choose the EndNote 
Web group into which 
you want to place the 
references 


