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Part1 Introduction

1.1 What is EndNote?

1.2 Who Uses EndNote?

EndNote is a professional reference management software. 
EndNote helps you collect,  organize, cite, and share 
bibliographic sources. With EndNote, you can:

EndNote simplifies reference management for 
users. It is the preferred solution for:

Two versions of this guide are available:

・	Build a personal reference library.
・	Insert citations directly into your document.
・	Generate a formatted bibliography.

・	Academia: Students, researchers, and faculty 
producing scholarly work.

・	Publishing: Journal editors and staff managing 
submissions and publications.

・	Concise version:  For users familiar with 
reference management software.

     (that is this version)
・	Detailed version: For new users requiring    

step-by-step guidance.
     (scan the QR code on the back cover)
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Part2 Download & Installation

2.1 Obtaining the Installer

① Visit the Southeast University Library website and search 
the databases for "EndNote". Click on EndNote 文 献 管 理 软 件 to 
download the installation package.

② Unzip the downloaded compressed file. 

・	Download and install the software on the campus network. 
・	VPN access is supported after installation.
・	Google Chrome may block the download; please use an 

alternative browser.

2.2 Installation Instructions

・	Create a new folder (Folder A) on a local drive (such as C: or D:).
・	Notice: Do not create this folder on the desktop, or use a cloud 

sync folder (e.g., OneDrive) or an external drive.
・	Place only the "En22Inst.msi" and "License.dat" files into Folder A.
・	Before installing, ensure all Microsoft Office applications are 

closed.

2.2.1 Pre-installation Setup
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2.2.2 Installation Steps

Double-click the EN22Inst.msi file to launch the installer. Complete 
the installation by following the on-screen instructions.

The "License Version" screen will display your institution's 

Licensee and Serial Number, confirming a correct setup 

and successful license association. 

Note

The installation process will download and install Microsoft 

Edge WebView2 Runtime. Do not interrupt this process, as 

it may take 1-2 minutes.

Note
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Part3 Program Operation

3.1 First-Time Startup

① Find and double-click the EndNote.exe application to launch the 
program.

② Open an existing library or create a new one.

3.2 Interface Overview

① Toolbar
・	Provides overall control.

② Search Panel
・	Search online academic databases and import references directly.
③ Library Panel

④ Reference List

・	All References: View all references.
・	My Groups: Organize your references into custom folders.
・	Online Search: Search and import references directly from online 

databases.

・	This is the main window displaying your references.
・	Click on any column header (e.g., Author, Year, Title) to sort the 

list.
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⑤ Details Preview
・	Displays the full details of the reference selected in the center 

panel.
・	Tabs like Summary, Edit, and PDF allow you to review, modify 

information, or open an attached PDF file.

3.3 Create a New Library

・	You can create a new reference library when starting a new 
research project.

・	Click File > New in the toolbar to create a new library. Save it in 
Folder B.
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Part4 Reference Import 

4.1 Batch Import References

① Import multiple citations from the database to EndNote at once.

② Select the EndNote format to export citations. If unavailable, 
choose another format.

③ Select the appropriate import filter based on the export format in 
the "Import Option".

In the detailed version, the procedures for batch importing 

references from databases such as CNKI, Web of Science, 

and PubMed are elaborated comprehensively.

Note
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4.2 Online Search

For a precise literature search, select "Online Search". Please follow 
the steps in the figure below.

The database to be searched must have access permissions.Note

Select the document, right-click, and copy it to the target database.
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Finding full text requires access and download 
permissions for the corresponding database, and 
Chinese literature cannot be found.

Note

5.1 Find Full Text

4.3 Manual Entry

Part5 Full Text Management

For documents with citations but no full text, download the full text.
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5.2 Import

For documents with full text but no citation, import them manually.

・	Import a single PDF document
Open EndNote and click: File > Import > File, then import a single 
PDF document.

・	Import PDF folder
Open EndNote and click: File > Import > Folder, then import all 
PDF full texts from the folder.
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5.3 Attach File

For documents without accessible full text, you can manually link 
the full text. 
Select citation and click: References > File Attachments > Attach 
File. 
Then, open PDF in folder and click on "Open".

Part6 Reference Management

・	To select multiple references, hold down the Ctrl key and click 
each one individually.

・	Right-click on the reference to open the menu.
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6.1 Search in My Endnote Library

6.2 Update References

6.3 Integrate References

6.3.1 Tag References

① Create Tags
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② Add Tags to References

③ Final Page

・	View all references with tags in My Tags located in the left 
toolbar.

・	Tags of the reference are indicated by colors.
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6.3.2 Grouping References

① Create Group

② Create Group Set
Create Multiple Subsets with a Tree Structure (2 levels only).
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③ Add References to Groups 

④ Create Smart Group

Filter all current references based on specific criteria. References 
that meet the criteria will be grouped automatically.
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Part7 Writing Assistance

7.1 Insert Citation

7.2  Modify References
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7.3 EndNote Output Styles

If you need the bibliographic format for the national standard 
GB/T 7714-2015, follow the steps below.

Be sure to save the files in the Styles folder of the 

EndNote installation directory, then you can select 

this format in EndNote.

Note
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7.4 Custom Style

① Click: Tools > Output Styles > Open Style Manager.
② Right-click the style to edit, then select "Edit Style".
③ Make modifications in the interface.

After completing the modifications, remember to save.Note
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7.5 Duplicate Detection for References

7.6 Convert to Word Document

・	Only remove the EndNote field codes from the document after 
finalizing revisions. 

・	After removing the field codes, you cannot automatically adjust 
the order of references or modify the reference format.

・	Before removing the field codes, save a copy of the file that 
contains the field codes. This copy can be used to adjust the 
reference format.
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Part8 Other Problems & Solutions

①

②

③

For additional assistance, please contact our university 
liaison librarian or Clarivate technical support:

 If you encounter Windows Error 12057, we recommend:

After installation, if the EndNote tab is missing from 
the Word ribbon(probably the most common "entry 
barrier"), we recommend:

・	Liaison Librarian: Wang Xian ( 王 贤 ) | Jiulonghu Campus | 
Tel: 52090336-804 | Email: wxfly@seu.edu.cn

・	Clarivate Technical Support: Tel: 021-80369475 | Email: 
ts.support.china@clarivate.com

・	Open Control Panel → Network and Internet → Internet Options.
・	In the Advanced tab, uncheck the following two options:
     "Check for server certificate revocation"
     "Check for publishers certificate revocation"
・	Click OK to apply, then restart EndNote.

・	Click File In Word → Click Options → Click Add-ins.
・	In "Manage: Disabled Items" enable every EndNote-related entry.
・	Restart Word.




