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Tips for EndNote Web
EndNote Web and Cite While You Write™ help researchers generate, gather, manage, store, and share bibliographies.
FireFox is the recommended browser for EndNote Web.
Retrieve your saved EndNote Web citations:
 Go to myendnoteweb.com (If this is your first time, while on campus: Click the blue link to create an account.)

Add books to EndNote Web:
1.
2.
3.
4.
5.
6.

Login to myendnoteweb.com and click the yellow Collect tab to select Online Search
Select: I-Share, Lake Forest Coll, WorldCat, or Library of Congress, and then click the Connect button.
Enter the main title of the book and/or the author or year of publication, selecting the corresponding field.
Click the Search button.
Check the box next to the book you are citing.
At the top of the list of results, click the “Add to group…” arrow and make a select ion.

Add articles to EndNote Web from the library’s databases:



Turn off the popup blocker, or be ready to allow popups for EndNote Web and the databases.
In EndNote Web, click the Options tab, select Download Installers, and install the FireFox Extension plug-in
1. On the library website at lfc.edu/library, click the Articles/Databases tab, select a database, and enter search terms.
2. For EBSCO databases: Click the blue or yellow folder icon to put your article(s) in the folder; click the folder icon at the top of the
screen, select all, click Export, and click Save.
3. For other databases, follow the steps below. . .
Web of Science: Click the title of the article or check the box next to the title, click the Save to EndNote online menu
and then the Send button. Note: If you are not already logged into your EndNote account, you will
be prompted to login, and then you will have to repeat these steps.
JSTOR: click Export, then choose RIS file, click Open...
LexisNexis: click the book icon in the upper right of the window, then select “Download Bibliographic Data for other
generators, e.g. EndNote, ” click the red Export button, click Open…
ProQuest (Chicago Tribune, Philosopher’s Index): check boxes, above the reference(s) click Export/Save, select “EndNote,
Reference Manager, or ProCite,” click Continue (click to allow download if necessary), click Open…
PubMed: check boxes for articles, click Send To and select Citation Manager, click Create File, click Open…
Project MUSE: click Save Citation, at the top right click Saved Citations, click Export to EndNote, click Open...
Literature Resource Center: check boxes to mark your selections, at the top of the window click Marked Items, on the
left click Citation Tools, select Reference Manager, click Export, click Open…
NewsBank (Chicago Sun Times, etc ): check boxes, then at the upper right, click “Bibliography (export),” click the .RIS button…
. . . and then select EndNote Web, and click OK.

Add articles from Google Scholar:


For easiest exporting, first login to myendnoteweb.com, mouse over the yellow Options tab, select Download Installers, and install both.
1. At the top of Google Scholar, click
Settings (if necessary, click the down arrow to see Settings).
2. Scroll down to Bibliography Manager and select Show links to import citations into and choose EndNote.
3. Click the blue Save button.
4. Perform your search in Google Scholar.
5. On the search results page, click the Import to EndNote link located below the article you are going to use.

Add websites to EndNote Web:
1.

Login to myendnoteweb.com, mouse over the yellow Options tab, select Download Installers, and drag the Capture Reference
icon into your Favorites or Bookmarks toolbar
2. On the web page, click the EndNote Web Capture icon…
or: In EndNote Web mouse over the Collect tab and click New Reference, and for ReferenceType, select Web Page
3. Enter data into the fields using the date format for the citation style you are going to be using
 Use the Series Title field for a website title and the Title field for the title of the web page
 In the Optional Fields, use the Last Update Date field for the month and day of the last update
4. Click the Save button.

To see your most recently added references:
1.
2.

Click the My References tab
Change the Sort by option to: Added to Library – newest to oldest

Create a bibliography from your imported references:
1.
2.
3.
4.
5.
6.


Mouse over the yellow Format tab
Click Bibliography
For References, select either "unfiled," “All References,” or the name of the group you have created
For Bibliographic style, select the style your professor recommends
For File format, select RTF (this will make it open in Word; you could also select something else and then copy and paste it
into Word)
Click the Save button (if necessary, click to allow popups).
To make an annotated bibliography…
After each reference:
1. Strike the enter key to create a new paragraph.
2. Strike the Tab key twice, and then type information about the reference.

To edit or change authors, publishers, dates, remove line breaks or extra spaces, etc.:
1.
2.
3.

Find the reference in EndNote Web
Click the title of the reference (not the author)
Make changes and click the Save button

Use Cite While You Write™ to insert citations and the bibliography into your paper:
1.
2.
3.

4.
5.


6.


Login to myendnoteweb.com, mouse over the yellow Options tab and select Download Installers
Install Cite While Your Write on your computer (see directly above).
Open your Word document.
On a Mac:
Go to Tools > EndNote > Preferences, select the Applications tab, and select the EndNote Web button.
At the top of the Word window (or in Tools on a Mac), click EndNote Web and login.
 Suggestion: Go to the end of your document and insert a new page so the bibliography starts on the last page.
Place the cursor in the location where the citation should appear and click the Find Citations button.
For Chicago Style, first put in the footnote or endnote number. . .
In Word, click References > Insert Footnote or Insert Endnote
. . . then click EndNote Web > Find Citations
Enter the last name of the author a major word of the title and click Insert.
To add page numbers:
Click on the in-text citation, footnote, or endnote to highlight it, and click the Edit Citations button.

To enable editing references when using Internet Explorer 11:
1.
2.
3.

Go to myendnoteweb.com
Click Tools and select Compatibility View settings
Click Add and then click Close to add myendnoteweb.com to “Websites you’ve added to compatibility view.”

For additional help:


Click Ask a Librarian on the library home page



The Reference Desk in the library (847-735-5074) during the academic year:
9 – 5 and 7 – 10 Monday through Thursday
9 – 5 Friday
1 – 5 and 7 – 10 Sunday



lfc.edu/library/cite



The “Hacker guide,” A Pocket Style Manual, is on Permanent Reserve at the Circulation Desk



On the shelves beside the reference desk, see the shelf of books labeled, “Citation Guides and Style Manuals.”



In EndNote Web, click Help in the upper right corner.

