
ENDNOTE
2025

Learning Enhancement Section,

Chiang Mai University Library

How to use



Topic

Importing References to Endnote 2025

Installing Endnote 2025

Creating “Library” and “Group”
(Citation Storage)

Applying references in Microsoft Word

Applying references Google Docs



ENDNOTE 2025
PROGRAM

EndNote is bibliography management

program. You can collect references
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1 Installing Endnote 2025



Download EndNote 2025 Setup

Login with CMU Account to
view Endnote installation

and product key

    https://web.med.cmu.ac.th/library/research/

https://web.med.cmu.ac.th/library/research/
https://web.med.cmu.ac.th/library/research/


Example of email with EndNote
2025 Installer

........................................

................................................................................................................

Click Installer Links
to download the

installer 



EndNote 2025 Setup

Input Product Key here

** Please close Microsoft Office program before installing to get all EndNote Plug-in



EndNote 2025 Setup
** Please close Microsoft Office program before installing to get all EndNote Plug-in



EndNote 2025 Setup
** Please close Microsoft Office program before installing to get all EndNote Plug-in



2 Creating“Library” and “Group”
(References Storage)



EndNote 2025 Homepage
References listShortcut  Detail of Reference



Detail of Reference Tab
Summary Edit PDF

ภาพรวมของ
บรรณานุกรม

Change reference’s style

Edit selected
Reference

Attach PDF File to
selected reference

Summarize
selected reference



Creating Library (References Storage)



Creating Group (In case of multiple work)

Create Group
Adding references to group manually
(1 item can be added to 1 group only)

Create Smart Group
Adding references by using “Keyword Matching”.

If match, reference will be added to group.



Create Tag (to add topic/subject to each of reference)*

*1 item can be add more than 1 tag



Select “Library Status”

Select “Configure Sync”

If you have, fill your Email
and Password in the blank

If you don’t have, select “Sign Up”

Login wit Endnote Account

Sync Configuration in Endnote



Fill your email for two times

Sync Configuration in Endnote



Fill your first name, last name, and password

Sync Configuration in Endnote



Cancel Sync Configuration

Delete your email and password
from the blank

Select “Edit” > “Preferences”

Select “Sync”



    https://web.endnote.com/

Menu Bibliography list

Login with
Endnote Account

EndNote Homepage (Website Version)

https://web.endnote.com/


3 Importing References to
Endnote 2025



How to Import References
Import Manually Export from Databases PDF File with DOI

You can type bibliography

detail by yourself.
(In case of printed books or

documents that you can’t find 

detail in the internet.)

You can search the documents

from database. Then export

their bibliography and import to

EndNote Program.

You can download PDF file

with DOI from database

and import it to EndNote

Program.



Importing Reference Manually

Select “New Reference”



Book Journal Article Webpage Thesis

Format
Author, A. A. (Year).
Title of the book
(Edition). Publisher

Example
Stafford, M. R. (2020).
       Counselling skills  
       in action. SAGE.

Format
Author, A. A. (Year). Title of
the article. Title of the
Journal, Volume(Issue), Page
range. DOI (Digital Object
Identifier)

Example
Peters, D. (1996). Ultrasound 
       in materials chemistry. 
       Journal of Materials 
       Chemistry, 6(10), 1605-
       1610. https://doi.org/
       10.1039/jm9960601605

Format
Author, A. A. (Year, Month
Date). Title of page or
section. Source. URL.

Example
Centers for Disease
       Control and
       Prevention. (n.d.).
       Preventing HPV-
       associated cancers.
       https://www.cdc.gov
       /cancer/hpv/basic_
       info/prevention.htm/

Format
Author, A. A. (Year, Month
Date). Title of the dissertation
or thesis [Doctoral dissertation
or Master ' s thesis, Name of
University]. Source. URL. 

Example
Ford, L. (2015, October). The use
       of experiential acceptance
       in psychotherapy with
       emerging adults [Doctoral
       dissertation, Pepperdine
       University].  
       https://www.proquest.com/

   docview/1727754862

APA 7th edition (Example)



Thai Author

Input “Name Surname”
and then “,”

Display as

*if there is no “,”
the result will be like this

Adding one author Adding more than one author

After the first author name, press
“Enter” and input more author name.

Display as

Foreign Author

Input “Name Surname”
or “Surname, Name” 

Display as

How to add Author name in Endnote



Select Reference Type as “Book”

“Book” type must be have author name, published year, book name, place published, publisher

So “required field” are Author, Year, Title, Place Published, Publisher

click “Save”

Importing manually : Book



Importing manually : Journal Article

Select Reference Type as “Journal Article”

“Journal Article” Type must be have author name, published year, article name, journal name, volume, issue, page

So “required field” are Author, Year, Title, Journal, Volume, Issue, Pages

click “Save”



Select Reference Type as “Web Page“

“Web Page” Type must be have creator, year created, website name, URL

So “required field” are Author, Year, Title, URL

Importing manually : Web Page
click “Save”



Select Reference Type as “Thesis“

“Thesis” Type must be have author, year, thesis name, university name, degree

So “ required field” are Author, Year, Title, University, Thesis Type

Importing manually : Thesis
click “Save”



You ’ll get .ris file, click
this one to import to

EndNote

Choose Citation Export Style

(.ris is recommended)

Exporting references from
Electronic Databases

Example of Database : Business Source Ultimate*

* There’re export function in the other databases



Importing references to EndNote

On EndNote Program,
select “Import -> File”

On the “Import File”
window,select .txt file directory.
Then,select “EndNote Import” for

”Import Option”

Imported References from File



Imported Reference
from .ris file 

More detail in
.ris file

Importing references to EndNote



Right-clicked selected reference

and select “Find Full Text”

If there’s full text,

you’ll see content inside.

Finding Full Text from References 



PDF File with DOI PDF File without DOI

This file can be imported
to EndNote

This file cannot be

imported to EndNote

Importing PDF File to Program
*Only PDF with DOI can be imported reference details



Select Import -> File

On the“Import File” window, select PDF file

directory. Then, select “PDF” for ”Import Option”

Importing PDF File to Program
*Only PDF with DOI can be imported reference details



PDF File

Click one reference to see more information

Imported Reference from File

Importing PDF File to Program
*Only PDF with DOI can be imported reference details



Select “PDF”

You’ll get a translated file 

Select language to translate

AI Translation in PDF

Finish, select “View PDF”



Research Assistant to summarize
PDF Document

Select “PDF”

Summary text
from original PDF

will be here

You can ask more question
about this document 



4 Applying references in Microsoft Word



Insert text from PDF File with
citation



Inserting references in Microsoft Word

Select one reference from

EndNote and choose “insert”
In-text citation and

bibliography will be here



Prefix : input text before author name

such as “as cited in”

Suffix : input text after author name such

as add “a”, “b” in case of same author

name and year

Pages : input page number that cited in

Managing In-text Citation



Display as: Author (Year) : : show author name with (year)

Exclude Author : show only year

Exclude Year :  show only author name

Exclude Author & Year : show only addition such as page number

Show Only in Bibliography :  don’t show in-text citation

Insert Citation Setting



Select one with “Reference

Type” as “Figure”

Select “Reference” menu >

“Figure” > “Attach Figure”

Upload image as attachment of reference

Inserting image citation



Inserting image citation



Save a file copy of reference by removing code. You can get file

with formatted references in plain text. But you cannot edit the

reference style by using EndNote (edit in MS Word only)
*In case of opening file with Microsoft word without EndNote Program

Converting to Plain Text File
(In case of opening file with Microsoft word without EndNote Program)



Plain Text File with References 

Edit only text formatting as

your own, but cannot update

reference detail by EndNote



Applying references Google Docs5



Installing Endnote on Google
https://workspace.google.com/marketplace/app/endnote_cite_while_you_write/948545547135

Select “Install”

Search with “EndNote”

https://workspace.google.com/marketplace/app/endnote_cite_while_you_write/948545547135


Installing Endnote on Google

Select an account that use

Google Docs

Click “allow” to access your google account

https://workspace.google.com/marketplace/app/endnote_cite_while_you_write/948545547135

https://workspace.google.com/marketplace/app/endnote_cite_while_you_write/948545547135


How to use Endnote on Google Docs

Select “Extensions” 

Select “EndNote Cite While You Write” Login with email

and password

that register to

Endnote 2025



You’ll see

bibliography list

from Endnote 2025 

Check mark in front of

selected item, then

select “Insert Citation”

How to use Endnote on Google Docs



Encode Citation will be on page (Incomplete)

Go back to the

bibliography list, 

select “Update Citations ”

The Citation and

Reference will be

completed.

How to use Endnote on Google Docs



Journal Suggestion



Satisfaction Survey Form
ENDNOTE PROGRAM

https://cmu.to/ENENDNOTE

https://cmu.to/ENENDNOTE
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