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EndNote Web is a Web-based application that provides eligible users with a solution for citing and 
managing references while away from EndNote on their desktop computer. An EndNote Web library is 
accessible anytime you are on the Internet from any computer.   
 
EndNote Web complements the desktop version of EndNote, it is not a replacement for the version 
available for download from the University Libraries website.  EndNote Web cannot manage charts, 
figures, and other images and it cannot attach PDF files to references.  The desktop version is more 
robust and can manage figures, charts, images and attach PDF files.   
 
To use EndNote Web a free account must be created through EndNote or ISI Web of Knowledge (WOK).  
This account must be created using a UMDNJ computer.  If you are already registered with the WOK, you 
do not have to register for EndNote Web. Login using the same credentials. 
 
Getting References Into EndNote Web  
 
Ovid Databases: 
 
Using the Ovid’s “Results Manager” under the “Results Format” select Reprint/Medlars  and then click 
Save to download the selected references to your computer.  
  

 
 
After saving your references go to EndNote Web and select the Collect  tab and then select Import 
References .  If the appropriate Ovid database is not listed in the “Filter” drop down menu it will need to 
be made a “Favorite”.  Click on the Customize this List  link, a list of databases that can import 
references into EndNote Web will appear.  Scroll through the list until you see the appropriate database 
and highlight it and select Copy to Favorites .  The selected database will now always appear in the 
“Filter” pull down menu.  You can save up to 25 databases as favorites.  Select the Group you want to 
send your references to from the drop down menu, or select the [Unfiled] group if you have not created a 
Group yet.  Select the Ovid database from the Filter menu and click Browse .  Locate and select the file 
on your computer that contains your references, click Open, then Import to add the references to 
EndNote Web.   
 

 
 

Use to locate a 
database not 
listed as a filter  

After selecting the Collect  
tab click “Import 
References” 

Select the Group you 
want to send the 
references to.  



Getting Started with EndNote Web 2.4  Page 2 

ISI Web of Knowledge 
 
Your EndNote Web account is also your Web of Knowledge (WOK) profile.  You need to be logged into 
your WOK profile before you save references from Web of Knowledge to EndNote Web.   

 

 
 
Save references to EndNote Web by checking the box next to the reference(s) you want to save and then 
click the Save to EndNote Web  button located at the top of your results.  References from Web of 
Knowledge are sent to the Unfiled group.  References saved will appear in Web of Knowledge with an 
icon indicated they have been saved to EndNote Web.  
 

  
 
You also see a Save to EndNote Web  button when viewing an individual reference, clicking on it will 
send the viewed reference to EndNote Web.   
 

 

Sign into your 
Endnote Web or 
WOK Profile   

Icon Indicates 
a reference has 
been saved to 
EndNote Web 
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Groups:  
 
All Groups are listed in the left navigation bar.  References are permanent until you delete them.  
References can be organized into new or existing groups.   
 

 
 
To move references to a new or existing group, click the group you want to move references from and 
check the boxes next to the references you wish to move.  If you wish to move them all, click All .  Next, 
select an existing group or “New Group” from the drop down menu in the center of the page.  
 

 
 
 
If you select “New Group” you will be prompted to give the new Group a name.   References stay in the 
Unfiled Group until moved.  Access references in a group by selecting the appropriate group from “My 
References”  
 
 
References copied to the “Quick List” will only stay in the “Quick list” while you are logged-in.  When you 
log off they will delete from the “Quick List”, but will still be in their saved group.  References are 
temporarily copied to the “Quick list” they are not moved from other groups.  

Select  an 
existing group 
or create a new 
group 

To move all 
references 
check the “All” 
Box 
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Manually Adding and Editing References:  
 
Clicking on the title of the reference will allow you to edit any references’ fields.  
 
To add references manually select the Collect  tab and then New Reference .  Select the correct 
Reference Type  from the drop down box and fill in the appropriate fields.  Save your new reference to a 
group by selecting the check box next to the appropriate group at the bottom of the page, and click Save 
at the top of the page.  
 

 
 
 

Make sure to 
select the correct 
reference type 

After selecting 
“Collect” click 
“New Reference” 
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Transferring References between EndNote and EndNote  Web 
 
Transferring references between the desktop version of EndNote and EndNote Web is done through the 
desktop version of EndNote. 
 
Open the desktop version of Endnote and create a new library, or open the existing library you wish to 
transfer references to or from.  Go to the Tools  > EndNote Web  
 

 
 

Enter your EndNote Web/WOK profile username and password and click Next.     
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Use radio buttons to select which version of EndNote you are transferring to and from.  Select the 
appropriate EndNote Web Group to download or upload your references to.  When transferring from the 
desktop version to the Web version use the radio buttons to choose whether you are transferring only the 
selected references or all references in the open EndNote Library.  Click Transfer  to start the transfer 
process.  
 

 
 

The transfer process can take a few minutes to complete depending on your connection speed and 
number of references being transferred.  
 
Sharing Libraries With Other Users  
 
You can share groups with other EndNote Web users.  The persons you are sharing must have signed up 
for EndNote Web, and you will need to know their email address.  They will not be able to change or 
delete any references from the groups you share. 
 
To share a collection of references click the Organize  tab.  Make sure you are in the Manage My Groups 
section.  Select the group you want to share by clicking Manage Sharing . 
 

 
 
 
 
 

Make sure 
you select 
the correct 
direction 
for transfer 

Click on “ Other’s 
Groups” to see 
Groups of references 
that have been 
shared with you. 

Indicates a 
group has been 
shared with 
other users 

Use the pull -down menu to 
select the appropriate 
EndNote Web group to 
download or upload your 
references to.  
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Enter the email address of the person(s) you want to be able to view the group of references and click 
Apply.   

 
 
CWYW With Microsoft Word  
 
Creating a Citation 
 
To use EndNote Web with Microsoft Word you need to download and install the EndNote Web plug-in on 
your computer.   Select the Options  tab and then click on Download Installers and then Download 
Windows with Internet Explorer pub-in .  
 

 
 

Enter email 
addresses 
in box  

After selecting 
“Options” click 
“Download Installers” 

Select “Read & 
Write” if want to 
allow other to add 
or edit the 
references in the 
shared Group.  

After selecting the 
“Manage Sharing” 
button,click “Start 
sharing this 
group.” 
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Install the plug-in on the computer as you would other programs. Once the EndNote Web plug-in is 
installed you can switch between desktop EndNote’s CWYW functions and EndNote Web’s CWYW 
functions.  
 
To switch between EndNote and EndNote Web CWYW functions in MS-Word go to Tools  > EndNote  > 
Cite While You Write Preferences or use the EndNote toolbar. 
 

 
 
Click the Application tab and select EndNote Web or vice versa  
 

 
 

After entering your e-mail address and EndNote Web/WOK profile password you will be able insert 
references from EndNote Web into a Word document.   
 

Cite While 
You Write 
Preferences 

Select which 
version of 
EndNote  you 
will use.  
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To insert references from EndNote Web into a Word document position the cursor where the reference is 
to go and select Find Citation  from the EndNote Web toolbar or from the Tools  > EndNote Web  drop 
down menu.  
 

 
 
 
Enter a keyword(s) and click search  to locate matching references.  Select the reference you want to 
insert and click Insert .   
 

 
 
The selected reference will then be inserted into your document. 
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Changing Publication Styles/Formats 
 
EndNote Web stores hundreds of publication style that automatically formats references in a Word 
document into the correct style for publication.  
 
Using the EndNote toolbar In MS-Word select Format Bibliography  or go to Tools  > EndNote Web   > 
Format Bibliography  
 

 
 

Using the drop down menu select the appropriate style to use to format the references in your document 
and click OK.   
 

 
 

References will be inserted in your document in the selected style, and references already inserted in 
your document will be reformatted into the style chosen.   
 

Over 2300 
bibliographic 
styles can be 
chosen.  
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Removing Field Codes – The final step that needs to be done before submitting a paper is the 
references must be embedded into your Word document.  If you saved your document without taking this 
step and then opened it on a different computer none of your references would be included with the 
document. The references in your EndNote Web Library are only “linked” to your document, and are not 
saved in your MS-Word document until you take this last step.  
 
Use the EndNote toolbar or the Tools  > EndNote Web  drop down menu and select Remove Field 
Codes .   
 

 
 
A new unsaved copy of your document will open with references and figures embedded in your Word 
document.  Now you can save your document and email or take it to different computers with all the 
references included. 
 


