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• Access EndNote Desktop

• Create an EndNote Library

• Collect References

• Create/manage Groups

• Use EndNote with Microsoft Word

• Apply Referencing Styles

SESSION OVERVIEW

You will learn how to:
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1. Install EndNote

2. Create a Library

3. Collect References

• Import from our Library Catalogue

• “Direct export” from databases

• Import PDFs

• Find full text

SESSION BREAKDOWN

4.  Create/Manage Groups

5.  MS Word & EndNote

• Insert a reference into Word

• Referencing styles

• Edit or delete a citation
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 Use bibliographic reference management software to 
bring together your references from all sources

 Import records from multiple databases and library 
catalogues 

 Manually enter citations and save them

 Free software includes Zotero, EndNote Online and 
Mendeley

 …but we have a paid subscription to EndNote 2025

REFERENCE MANAGEMENT SOFTWARE
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• Bibliographic reference software

• Automates the creation of bibliographies

• Formats references for you according to required referencing 
style

• Allows you bring in references to your own EndNote Library as 
you search online databases and other resources

• Inserts correctly cited references into your document (including 
MS Word and Google Docs): Cite While You Write

WHAT IS ENDNOTE?
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INSTALL ENDNOTE

www.tcd.ie/library/support/endnote

Free for registered students and staff to 
install on personal computers.

EndNote Desktop is installed on PCs in 
Trinity computer rooms.

You will find this link on the homepage of the Library website 
under “Managing References”.

https://www.tcd.ie/library/support/endnote
https://www.tcd.ie/library/support/endnote


The Library of Trinity College Dublin, The University of Dublin

INSTALL ENDNOTE CONT.
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DIFFERENT VARIATIONS OF ENDNOTE

• The Library recommends you primarily use EndNote 
Desktop

• This comes with an online variant that looks much the 
same called EndNote Web. You set up an account within 
EndNote Desktop then sync the two

• You can also use EndNote Online which is a simpler version 
• Do not rely solely on the online sync to back up your 

Library
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CREATE ENDNOTE LIBRARY

Give new Library a name and choose 
where to save it

1 2
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ENDNOTE INTERFACE: 3 PANES

Groups Main Preview

Preview
• Summary: Check 

your reference 
• Edit: correct any 

errors or add info
• PDF: view full text, 

if attached
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TRINITY LIBRARY CATALOGUE SETUP 

Double-click to open it 
in EndNote … then
File – Save As
(If it inserts ‘copy’ in 
name, delete ‘copy’.)

Install this file so you 
can import records 
directly from the Trinity 
Library Catalogue to 
your EndNote Library.
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TRINITY LIBRARY CATALOGUE SETUP (CONT.)

Click on + to right of 
Online Search and 
select Trinity College 
Dublin from Choose A 
Connection box.

You only need to do 
this installation once!
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COLLECT REFERENCES: IMPORT FROM TCD LIBRARY CATALOGUE

• Tick boxes on 
left to choose 
item(s) you want 
to import

• Then click on +
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COLLECT REFERENCES: DIRECT EXPORT FROM DATABASE 1 (ACADEMIC 
SEARCH COMPLETE)
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COLLECT REFERENCES: DIRECT EXPORT FROM DATABASE 1 CONT.
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COLLECT REFERENCES: DIRECT EXPORT FROM DATABASE 1 CONT.
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COLLECT REFERENCES: EXPORT FROM DATABASE 2 

1 2
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FIND FULL TEXT

Paperclip icon to left of reference indicates full 
text is already attached.

If there is no paperclip icon and you want to 
include full text in your Library, first select 
relevant reference(s) and click on magnifying 
glass symbol on top right. You can search for up 
to 200 in one go!
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FIND FULL TEXT CONT.

Number of 
references for 
which full 
text was 
automatically 
found/not 
found.
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IMPORT PDFS TO ENDNOTE

Metadata is automatically read from the PDF and added to 
your Library as a reference, along with the PDF itself.
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FIND DUPLICATE REFERENCES

This is a useful tool, as you may 
import the same reference from 
different databases.
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GROUPS

Creating Groups Adding References to Groups

First select references you want to add to group, using Control 
and click to select multiple items.



The Library of Trinity College Dublin, The University of Dublin

INSERT REFERENCE INTO WORD DOC: CITE WHILE YOU WRITE

Within MS Word, select the EndNote 2025 tab to view the EndNote toolbar 
within Word.
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INSERT REFERENCE INTO WORD DOC: CITE WHILE YOU WRITE CONT.

1. Place your cursor where you 
want to include a reference

2. Whether before or after the 
full stop depends on the style 

3. Whether you insert a space or 
not depends on the style 

4. If you are using Chicago or the 
Irish Historical Studies styles 
it’s a bit more complicated as 
these use footnotes, that 
need to be inserted using 
Word first
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INSERT REFERENCE INTO WORD DOC: CITE WHILE YOU WRITE CONT.

With your cursor at the right place, Insert Citation.

You can select a different referencing style using the dropdown 
menu of styles. Use the style prescribed by your department. 
Extra styles can be found under Select Another Style; others 
are online (with some TCD-specific ones on our website)
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INSERT REFERENCE INTO WORD DOC: CITE WHILE YOU WRITE CONT.

Insert Citation to find your reference 
from within the Word interface.

Or, Go to EndNote to select from 
within the EndNote interface.
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INSERT REFERENCE INTO WORD DOC: CITE WHILE YOU WRITE CONT.
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EDIT OR REMOVE A CITATION

To edit or remove a citation, use Edit & Manage Citation(s) - top left of EndNote toolbar within Word.
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WHERE TO FIND HELP

• Library Website: EndNote support 

• Watch the training video by the 

Library

• Contact your Subject Librarian

• Drop in to the Duty Desk in Iveagh 

Hall, Boland Library

https://www.tcd.ie/library/support/endnote/support.php
https://youtu.be/JvivI7lAdVI
https://www.tcd.ie/library/support/subjects/
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Your comments and ideas 
help us to focus on more 
things you would like to 
learn about.

Please take our two-
minute survey.

Thank you so much!

PLEASE GIVE FEEDBACK
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