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Part A. Download and run EndNote app. 

1. Download the EndNote 2025 installer files for Mac file.  

 

2. Run EndNote 2025 Site Installer on iMac. 

 

Part B. Install EndNote 

1. Double-click EndNote 2025 icon. 

 

 

2. Click on Install to start installation. 

https://hksyu.idm.oclc.org/login?url=https://library.hksyu.edu/lib/endnote-2025-installer-files-for-mac/


4  
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3. Files will be installed automatically. 

 

 

4. Click on Next. 
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5. Click on Next. 

 

6. Click on Done. 
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Part C.  How to use EndNote 

1. Add HKSYU Connection File to EndNote 

1.1. Download Connection file “Hong Kong Shue Yan U.enz” 

1.2. Click and run connection file “Hong Kong Shue Yan U.enz  

 

 

1.3. Go to Connection Settings 

 

  

  

https://endnote.com/wp-content/uploads/plugins/connections/Hong%20Kong%20Shue%20Yan%20U.enz
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1.4. Under Login Information Required, unclick User ID, Password, Group ID and Custom 

 

 

1.5. Close and Save. 
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2. Create Library in EndNote  

You can “Create a new library”, or “Open an existing library” if you have already had an existing 

library. 

 

  

2.1. Create a new library 

➢ Create Click and run Endnote 

   

 

➢ Creating new Library 

Click File > New… 
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Enter a new 

library name  

Click as Package if 

you prefer to keep all 

data in one document 

file. 

Click Save when complete. 
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3. Create an EndNote account 

3.1. Click Library > Sync 

 

 

3.2. Click  

➢ Sign Up with your HKSYU email to create a new EndNote Account 

➢ If you have already had an EndNote account, enter your EndNote account and click “OK” 

 

 

➢ Why is registering the EndNote account important? 

• Keep your reference library sync 

• Import record to EndNote 
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4. Exporting references from Discover@ShueYan 

4.1. Go to the Library website, enter your search term in Discover@ShueYan. 

 

4.2. You can also visit the Research Guide - Discover@ShueYan, to learn about searching skills in 

Discover@ShueYan. 

4.3. Click a search item and select Endnote 

 

4.4. Login to your EndNote account with your HKSYU email. 

https://www.hksyu.edu.hk/lib/
https://www.hksyu.edu.hk/lib/SubjectsPlus/subjects/guide.php?subject=discover
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4.5. The record has been imported successfully. 
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5. Exporting references from Google Scholar 

5.1. Enter your search term(s) in Google Scholar. 

 

5.2. Click “Cite” 

 

 

5.3. Click EndNote to export the record. 

https://scholar.google.com/
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5.4. Go to EndNote  

5.5. Import the EndNote Citation/reference to EndNote library 

a. File > Import 
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b. Select the downloaded Citation/reference

 

 

c. Click Show options. 

 

o Select Import Options: EndNote Import 

o Select Duplicates: Import All (default) 

o Select Text Translation: No Translation (default) 
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d. The citation/reference record will be imported to the library under All References, Imported 

References, Recently Added and Unfiled tabs. 
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6. Organizing citations/references into Groups 

Creating a group can help you to organize your references effectively 

 

6.1. Go to “MY GROUPS” 

 

 

6.2. Right-click and select Create Group 

 

 

6.3. Name your Group (e.g. Test 20251023) 
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Drag and drop references into the Group 

 

 

Tips: All added items will also be found in the tab “Unfiled” 
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7. Save references on the web 

Please note that the EndNote Capture Reference bookmarklet is retired and no longer available for 

download. If you already have it installed, you can keep using it, but it's been removed from the 

EndNote Online download page and won't receive support from Clarivate/EndNote anymore.  

 

You can use the Bookmarks feature to quickly add references to your EndNote library directly from your 

browser. Please note that you need to be logged in to an EndNote Web or EndNote Online Classic 

account to use the Bookmarks. Once you have the Bookmarks installed on your browser, you can use it 

to add new references in EndNote Online or EndNote Desktop. 

 

Check the references in your library to ensure that all bibliographic fields were successfully captured. 

This depends on the information available on the page you're trying to capture. Try to find a page that 

contains complete record information. 

 

In many cases, you may find that the bookmarklet isn't the best way to capture references, as it may 

work slightly differently for certain databases. Exporting bibliographic details from an online database 

may yield better results. 
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7.1. Capture references 

Before doing the steps below, you NEED TO ensure that your web browser displays a bookmark 

bar (also known as “Favorites Bar” or “Bookmarks Toolbar”). You may need to right-click some 

browsers and select “Add to Favorites” or “Bookmark This Link. 

 

 

 

➢ Run your search in the resource of your choice as usual, for example, HKSYU library, Google 

Scholar, etc. 

 
 

➢ Select the reference(s) you wish to keep are displayed.  
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➢ Click on the Capture Reference button in your bookmarks or favorites bar. 
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➢ As EndNote Capture Reference is not available, please click “Go to EndNote” to login to 

your EndNote account 

 
 

➢ You can add or edit bibliographic details and assign the reference to one of your Groups. Check the 

details and then click Save to. 
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➢ My.endnote.com: Save to EndNote Cloud server (Recommend) 

 
 

Then Sync to your account. 
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➢ EndNote: A file named “CaptureToDesktop.ris” will be downloaded and saved to the 

local PC. 
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➢ Sync your EndNote Account or click the file “CaptureToDesktop” to import the website 

item to EndNote. 
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8. Creating in-text citations/bibliography in Microsoft Word 

After you organize your references into the folder, you can create a bibliography/in-text citations by 

following these steps. 

8.1.  Click “EndNote 2025” in the tab. 

 

 

8.2. Change the style to “APA 7th”. 

 

 

8.3. Turn the instant formatting ON. 

 

 

➢ Once this feature is turned on, EndNote will automatically add the new item to the bibliography 

list. 

 

8.4. (Optional) Turn OFF the Group References by Custom Categories. 

 
 

➢ It will remove the title “Uncategorized References” from your reference list. 
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8.5. Insert citation 

 
 

8.6. Select the reference that you like to quote. 
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8.7. Select items you are likely to cite and the appropriate citation method you like to use, and then click 

Insert. 

➢ Recommend Insert method of Narrative and Parenthetical citation: 

o Narrative citation: Click Insert & Display as: Author (Year). 

o Parenthetical citation: Click Insert. 

 
 

8.8. MUST check the contents in the list of references, DON’T JUST COPY AND PASTE. 

 
 

8.9. Click  to Configure Bibliography. 

 

 

8.10. Click the tab “Layout”. 

8.11. Change the Font and Size for consistent formatting. 

8.12. Type the title in the Bibliography title box, e.g. Reference List. 
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8.13. Check the contents of the reference list. 
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9. Edit the item 

Review the list of references and make necessary amendments to the contents. 

 

9.1. Double Click on an item you are likely to edit in EndNote 

 

 

9.2. Click the tab “Edit” and make any necessary amendments. 

9.3. Click “Save” when the edition task is done. 
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9.4. Click “Update Citations and Bibliography” in Microsoft Word to revise the contents. 

 

➢ Recommend you do the following steps BEFORE the submission. 

9.5. Click “Convert Citations and Bibliography” and select “Convert to Plain Text”. 

 

9.6. Finally, check and edit the bibliography. 

 

 

 

 

 

 

 

 

 

 

The End 


