
Endnote Web Express Learning Session 

 
Exercise 3: Cite While You Write (CWYW) 

in MS Word 

(the Endnote Web (ENW) MS Word toolbar should already be installed on the electronic 
classroom computers; if you are on a computer on which the ENW Word toolbar has not yet 

been installed, at the bottom of an ENW page click the “Download Installers” link and follow the 
directions)  

1. Open MS Word 

2. Type a sample sentence  

3. Put the cursor where you want ENW to place the in-text citation 

4. In the toolbar area click on the Endnote Web tab and then click the “Find Citations” icon 

 

5. Search for a citation in your ENW account by entering term(s) and clicking “Search”; 
then click on the citation you want and click the “Insert” button 

 



6. Your Word document should now look similar to this: 

 

7. Type in another sample sentence and insert two citations after it.  Your paper will now 
look like this: 

 
8. In the ENW toolbar, select a new style by clicking on the Style drop down menu and 

selecting “Select Another Style” 

 
 In the resulting box, select the style of your choice and click OK. 
 
9. Save an ENW coded and pure Word version of the document by clicking on “Convert 

Citations and Bibliography” and then clicking on “Convert to Plain Text”;  Follow the 
steps to save both documents 

 


