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Creating An EndNote Web Account 
 
 

1. Go to the EndNote Web Homepage at  http://www.endnoteweb.com  and 
click on the Sign Up link to start an account 

 
2. Fill in each field that has an asterisk, these are required fields. 

 
3. When you have finished filling in the form, click on the I Agree button. 

 
4. Then click on the Return to Your Library List to start using your EndNote 

Web Library 

http://www.endnoteweb.com/


 
 
Searching Online Databases 
 
 

1. Go to the EndNote Web Homepage at http://www.endnoteweb.com 
 

2. Select  EndNote Web Login 
 

3. Your EndNote Web Library opens up. 
 

4. Click on COLLECT at the top, and then click on the arrow in the  select 
SELECT window. 

 
5. A drop down menu of databases opens up 

 
6. Select the database you want to connect to e.g. Virginia Tech U or Web of 

Science or PubMed and click Connect 
 

7. Conduct your Search by Author or Title or Keywords 
 

8. Page showing the number of retrievals appear. Click on the Retrieve 
button. 

 
9. Your search results are retrieved but not yet saved in your EndNote Web 

library 
 

10. Select the ones you want to save by checking the square boxes to the left 
of the citations.  Or if you want to save all of them, click on the Check 
Page button. 

 
11. Click on the arrow in the ADD TO GROUP window and select [unfilled] 

and the selected citations are saved in your Main EndNote Web library. 
 

12.  Click My References and you will see that the references have been 
imported into your EndNote Web Library. 

http://www.endnoteweb.com/


 
 
 
 

Importing References 
 
 

1. Go to the EndNote Web Homepage at http://www.endnoteweb.com  
 

2. Select EndNote Web Login on the left hand column 
 

3. Your EndNote Web Library will open up 
 

4. Click on COLLECT at the top and then click on Import References 
 

5. An Import Screen opens up  
 

6. In the FILE window click the Browse button and go to where you saved your 
search text file, highlight it and click Open 

 
7. In the FILTER window select the filter of the database that you searched 

from the appropriate vendor (e.g. Ovid, EBSCO, CAB DIRECT ETC) 
 

8. Click Import and the references will be imported into your EndNote Web 
Library 
 

9. Click MY REFERENCES to see the imported references 

http://www.endnoteweb.com/


 EndNote Web in the Web-of-Science 
 
 

1.  Go to Web-of-Science from the Library Homepage < 
http://www.lib.vt.edu >,  select articles and databases 
click W for Web-of-Science. 

 
2. Do a search in Science or Social Science or Arts & 

Humanities Index  
 

3. From your results mark the citations you want to save by 
checking the square box to the left of the citation 

 
4. On the right hand column, click on the Save to My 

EndNote Web 
 

5. If you haven’t sign in to your EndNote Web Library, a 
sign-in page will appear asking you to sign-in. 

 
6. click the Sign In button 

 
7. A screen appears confirming that the citations have been 

sent to your EndNote Web Library. Click Done 
 

8. This will take you back to the search results screen and 
you will see that the citations that have been sent have 
EN/Web beneath the square boxes 

 
9. In the right hand column of the screen, click on Go to My 

EndNote Web Library 
 

10. Your Library will appear and you will see the 
imported citation

http://www.lib.vt.edu/


 
 
 
Creating Groups In EndNote Web 
 
 

1. Login to your EndNote Web Library by going to either 
http://www.endnoteweb.com  and click on EndNote Web Login 

 
2. Your EndNote Web Library will open up  

 
3. Click Organize at the top and Manage My Groups screen opens up 

 
4. Click on New Group and you’ll be asked to name the new group 

 
5. Type the name and click O.K. and the new group is created 

 
6.  Click My References to open your EndNote Web library/database 

 
7. Select the citations you want to put into the New Group by clicking the 

square boxes to the left of the citations  
 

8. Click on the arrow in the Add To Group window 
 

9. Select the group you want the references in and the references are added to 
the group 
 

http://www.endnoteweb.com/


 
Deleting Groups 

 
 

1. Go to the EndNote Web Homepage at  
 < http://www.endnoteweb.com >  

 
2. Select EndNote Web Login on the left hand column 

 
3. Your EndNote Web Library will open up. 

 
4. Click Organize at the top and Manage My Groups screen 

opens up. 
 

5. Highlight the Group you want to delete 
 

6. Click the Delete button on the right  
 

7. Click O.K. and the group is deleted  

http://www.endnoteweb.com/


 
 
 
Sharing EndNote Web Groups 
 
 

1. Login to your EndNote Web Library by going to 
http://www.endnoteweb.com  and click on EndNote Web Login 

 
2. Click on Organize at the top  and Manage My Groups screen opens up  

 
3. Click on Share Group and you’ll be asked to enter the e-mail address/es of 

the people you want to share your groups 
 

4. Type in the E-Mail addresses and click the APPLY button ( the individuals 
you share your groups with will have to have an EndNote Web account also) 

 
 

 

http://www.endnoteweb.com/


Transferring References from EndNote Web to EndNote-XI  
(This procedure has to be done within EndNote and not EndNote Web) 

 
 

1. Open your EndNote-XI Library 
 

2.  Go to TOOLS and select EndNote Web 
 

3. Enter your E-Mail address and Password for your 
EndNote Web Library and click NEXT 

 
4. EndNote Web Transfer References window opens up 

 
5. Check the radial button to the left of Transfer References 

from Web to Desktop 
 

6. Uncheck the square box to the left of Allow Duplicates 
 

7. From the Desktop window, select the Library you want to 
Transfer to 

 
8. From the Web window, select the Folder you want to 

Transfer From 
 

9. Click TRANSFER 
 

10. Confirmation of successful transfer appears 
 

11. Click O.K.



Transferring References from EndNote-XI to EndNote Web   
(This procedure has to be done within EndNote and not EndNote Web) 

 
 

1. Open your EndNote-XI Library 
 

2.  Go to TOOLS and select EndNote Web 
 

3. Enter your E-Mail address and Password for your 
EndNote Web Library and click NEXT 

 
4. EndNote Web Transfer References window opens up 

 
5. Check the radial button to the left of Transfer References 

from Desktop to Web 
 

6. Check the radial button to the left of All References in the 
Group  

 
7. A search window opens up, click on the arrow of the 

widow and select the Group you want to send 
 

8. From the Desktop window, select the Library you want to 
Transfer from 

 
9. From the Web window, select the Folder you want to 

Transfer to 
 

10. Click TRANSFER 
 

11. Confirmation of successful transfer appears 
 

12. Click O.K.
 


