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GROUPING

Manage you citation by sorting in groups 



Grouping

Right click  My 

Group. Click create 

group set 



Rename Group Set 

Right Click & 

Click Rename  

Group Set 

(header) 



Rename the 

Group Set 

(header) 

example thesis 



Right Click & 

Click create 

group



Creating & Naming the group 

Name the 

group example 

Introduction



Name the 

Group



Choose the title you 

want to insert in 

group by clicking 

control and click the 

mouse and drag” 3 

records from into 

the “introduction” 

group 





IN-TEXT CITATION



IN-TEXT CITATION END OF SENTENCE

Click EndNote 

20Click Insert 

Citation 



Search the citation by 

keywords author/ title. 

Click Find   



Click the citation 

Click Insert 



Author and year will be 

listed as Citation and 

reference will be listed at 

the bottom 



IN-TEXT CITATION BEGINNING OF  
SENTENCE

Click EndNote 

20
Click Insert 

Citation 



Search the citation by 

keywords author/ title. 

Click Find   



Click 
symbol and 

choose Insert & 

Display as 

Author (Year) 



Author and year will be 

listed as Citation and 

reference will be listed at 

the bottom 



Adding page number

Click Edit & 

Manage 

Citation(s) 



Put in page 

number 

Click OK 



REFERENCE LIST 



Control A” to 

the reference 

records and 

“right click” to 

select “copy 

formatted” 



“Paste” to 

Microsoft Word



DUPLICATES



Control A to 

select all 

references and 

click find 

duplicates



Click close 

x



Delete 

one record



REFERENCE UPDATE



Any changes in 

EndNote click Update 

Citations and 

Bibliography to be 

updated in Microsoft 

Word  



COMPRESS LIBRARY 
(SAVE) 



It is a good practice to back up your EndNote library regularly by making a compressed 

file.

A compressed EndNote library incorporates both your regular EndNote file (.enl) and 

its associated Data folder (.data) into a single file. The compressed library has an (.enlx) 

extension. The compressed EndNote library is smaller than the regular EndNote file and 

its associated Data folder.

You can save your whole library, or part of  it, as a compressed file so that you 

can:

◦ make a back-up copy

◦ email to a colleague

◦ work between different computers



Click Compress 

Library  



Choose desired 

requirement you want  

for  compress library   



CREATE 
GROUPING

DO IN-TEXT 
CITATION  

DO 
REFERENCING 

HANDS-ON…..


