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● Insert  

in-text citations 

● Build the  

Reference List 

● Format the citation style of the entire essay 

1. What is CWYW? 
 
 Endnote’s CWYW (Cite While You Write) helps you: 

● Insert figures 
and charts 

       Cite While You Write (CWYW) III 
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2. The Endnote Toolbar in Microsoft Word 
 
 An Endnote toolbar will appear in Word once Endnote is installed on your PC. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Word 2016 
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Step 1 Insert a citation 
 
Method A Insert Citation 

3. How to use CWYW? 

In Word, place the cursor where you would like to insert your in-text citation.  

Select Insert Citation > Insert Citation 
1 

2 

3 

Find your citation.  Then, highlight the desired citation, and click on Insert. 

The in-text citation and the reference will be inserted into your document. 



Endnote Workshop     25               HKU Libraries 

Cite While You Write III  

 

Step 1 Insert a citation 
 
Method B Insert Selected Citation 

In your Word document, place the cursor where you would like to insert your 

in-text citation.  Select Insert Citation > Insert Selected Citation(s) 
2 

1 

3 

In Endnote, highlight the desired citation. 

The in-text citation and the reference will be inserted into your document. 
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In the Bibliography tab section, 

open the Style pull-down menu.   

Change the citation style 

Select your desired citation style, 
e.g. APA 7th.   

 

Can’t find the Citation Style? 
 

From the Style pull-down menu, choose Select Another Style.   
 
 
 
 
 
 
 
 
 
 
 
 
 
If the style is not on the list,  
visit Endnote website  

http://www.endnote.com/support/enstyles.asp.   
There are more than 6,000 styles there! 

1 
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Step 2 Edit & Manage Citation(s) 

From the Citations tab section, click on 

Edit & Manage Citation(s). 

Place your cursor on the in-text citation 
you would like to edit.  The citation will turn grey. 

Specify your options, e.g. Exclude Author, add page numbers 

(Note: Use Suffix to add page numbers if Pages does not work.) 

1 
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Removing a Citation 
 

Important:  DO NOT remove citations using the delete function in Word.  To remove citation: 
 

 
 

The in-text citation will be changed accordingly. 4 

From the Edit & Manage Citation(s) 
menu, highlight the desired citation. 

Open the pull down menu for Edit Reference, 

and then select Remove Citation.  

Click on OK. 

1 
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Step 3 Remove Field Codes 

Before submitting your paper, you may wish to remove the Endnote field codes. The 
recipient can then view the document properly without using Endnote. 

To remove field codes, select: 

Convert Citations and Bibliography > Convert to Plain Text 

A new Word document will be created.  Click on OK and save the file under 

a new filename.   
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