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EndNote’s Workflow文献管理工具的工作流程



如何安装EndNote 21？
How to Install EndNote 21?
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1. 双击安装包，点击NEXT
Double-click the installer 
package and click NEXT.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)
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2. 输入产品密钥（激活码）

我校师生无需输入序列号

Faculty and students at our institution do 

not need to enter a serial number.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)
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3. 选择第一项accept许可协议
Select the first option to 
accept the license agreement.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)
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4. 选择安装类型

（1）Typical典型安装，适用于绝大多数用户，满足常规使

用需求。

（ 2 ） Custom 个 性 化 安 装 ， 适 用 于 电 脑 配 置 更 高 ， 对

EndNote有个性化需求的用户，如更多的参考文献格式等。

4. Choose the installation type  

   (1) Typical: Suitable for most users, meeting regular 

usage needs.  

   (2) Custom: Suitable for users with higher computer 

configurations and personalized EndNote 

requirements, such as additional reference styles.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)
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5. 选择安装位置

Select the installation location.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)



13

6. 完成安装

Complete the installation.

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)
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安装成功后，双击桌面EN图标，即可打开

EndNote 

After successfully installing, double-

click the EN icon on the desktop to 

open EndNote.

（Mac版如没有这一步，可以之后手动新建资料库）

（For Mac users, if this step is not showing, you can 

manually create a new library later. ）

安装过程（安装前请关闭MS office系列软件WORD、EXCEL、PPT）
Installation Process(Please close MS Office applications such as Word, 
Excel, and PowerPoint before installation)



1. 多种导入文献的方法
Various methods to import documents

2. 文献的分组与管理
Groupe and manage documents

3. 文献统计分析——与Web of Science无缝链接
Literature statistics and analysis—Seamless integration with Web of Science

4. 参考文献编辑与投稿选刊
Reference formatting and journal selection for submission

5. 文献备份与共享
Document backup and sharing

目录
Agenda
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1.多种导入文献的方法 Various 
methods to import documents
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n 在EndNote21中创建个人图书馆 Set up a personal library in EndNote 21

*注：移动个人图书馆时，两个文件需要一起移动
Note: When moving a personal library, both files need 
to be moved together.

EndNote 21在建立了个人图书馆后生成两个文件
You will get two files after set up your library.

17

选择File 

点击New

New Reference 
Library



文献笔记与检索功能
可在本地文献中添加笔记，并
在搜索功能中对笔记进行检索。
Document Notes and Search 
Function  
Add notes to local documents 
and search through notes using 
the search function.

共享个人文献图书馆
与EndNoteTM用户成员共享同一
个文献图书馆的数据，并可以
设置“只读”或者“读写”权
限。
Share Personal Document Library  
Share the document library data 
with other EndNote™ users and 
set "read-only" or "read-write" 
permissions.

全新设计的文献摘要
重要信息前置，阅读时一目了然，
提升文献利用率和工作效率。
Newly Designed Document 
Abstracts  
Important information is 
prioritized for easy reading, 
enhancing document utility and 
work efficiency. 一键创建引文报告

Web of Science的订阅用户可
以对指定文献创建引文报告，
进行深度分析。One-Click 
Citation Report Creation  
Web of Science subscribers can 
create citation reports for 
specified documents for in-
depth analysis.

分组管理与共享
EndNoteTM支持多种分组方式来
管理个人文献图书馆。如：智能
分组可以自动筛选符合建组条件
的文献信息；组合分组可以对已
经建好的组进行逻辑智能组合等。
Group Management and Sharing  
EndNote™ supports various 
grouping methods to manage your 
personal document library. For 
example, smart groups can 
automatically filter documents 
that meet the group criteria; 
combination groups can logically 
combine already established 
groups, and so on.

快速插入参考文献
可与Microsoft Word关联，将选定的文献的参考信息直接插入论文手稿的文中和文末。
Quickly Insert References  
Integrate with Microsoft Word to directly insert reference information from selected 
documents into the manuscript, both in-text and at the end. 18

n EndNote 21的个人图书馆概览Overview of the Personal Library in EndNote 21



EndNote 21 最常用功能 Most frequently used features
哪篇文献读过了？哪篇文献对我更重要？Which documents have I read? Which are more important to me?
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标记
Tag

排序
Sort

查找
Search

“已读/未读”标志
"Read/Unread" icon

按重要程度星标（最多可打5星）
Star documents by importance  (up to 5 stars)

检索/查找已保存的文献Search saved documents.

使用标
签标记
文献

Use tags 
to mark 
docume

nts.
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n EndNote 21用户专属的EndNote Web
https://web.endnote.com

不同于与免费版EndNote Online

方便EndNote 21用户在其他未安装桌面软件的设备上查找文献

Unlike the free version of EndNote Online,  it allows EndNote 21 

users to search for documents on devices where the desktop 

software is not installed.

https://web.endnote.com/


EndNote 21的文献导入 Document 
import with EndNote 21

收集文献信息的多种方式
Various ways to collect document information

q PDF文件如何导入？How to Import PDF Fi les?

    PD F文件的快速导入 Q u ick  im p ort  o f  PD F  f i le s

    以文件夹形式导入（手动导入+自动导入） Im p or t  a s  a  fo ld e r  (m a n u a l  im p or t  +  

a u tom a t ic  im p or t)

q 一键下载PDF并导入——EndNote Cl ick One-cl ick PDF Download and Import—

EndNote Cl ick

q 使用数据库检索论文的时候，批量文献信息如何导入？How to Import Batch 

Document Information When Searching for Papers Using Databases?

    直接导入— — W e b  of  Sc ie n ce平台 D ire ct  im p ort— W e b  of  Sc ie n ce  p la t form

    转换导入— —知网及更多平台（ Im p or t  F i le s）C on v e rt  a n d  im p ort— C N K I  a n d  m ore  

p la t form s ( Im p ort  F i le s )

q EndNote在线检索并导入 EndNote Onl ine Search and Import

q 其他管理软件的文献资料转换导入（RIS格式文件导入）Convert  and import 

document materia ls  from other management software ( import RIS  format f i les)

q 手动新增文献记录 Manually Add Document Records

21



n PDF文件如何导入？How to import PDF files?
PDF文件的快速导入 Quick import of PDF files

• 选中本地PDF文件，拖拽至
EndNote 21的相应位置

• Just select and drag.

PDF导入操作途径：EndNote 21菜单栏
File à Import à File

22



File
¯

Import 
¯

Folder
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选择包含二级文件夹的文件夹

Select the  folder that contains 

subfolders

子文件夹也完成了导入

Subfolders are also 

imported

n PDF文件如何导入？How to import PDF files?
以文件夹形式导入（手动导入+自动导入）
Import as a folder (manual import + automatic import)

ü 支持二级文件夹导入 Support for 

importing subfolders

ü 支持导入时按文件夹生成相应分组

Support for creating corresponding groups 

based on folders during import



n PDF文件如何导入？How to import PDF files?
以文件夹形式导入（手动导入+自动导入）Import as a folder (manual import + automatic import)
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PDF自动导入设置：EndNote 21菜单栏

Edit à Preferences à PDF Handling 
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• PDF导入时系统识别的信息是DOI。DOI is recognized by the system during PDF import.
• PDF文件导入分为单篇与批量导入，无论是哪一种导入方式，在PDF文件中需要有

DOI。PDF file import can be either single or multiple. Regardless of the import method, 
the PDF file must contain a DOI for EndNote to read.

如发现导入后的记录缺失部分信息，如
标题、作者等数据，可右键单击文献，
点击菜单中的“Find Reference 
Updates”进行找补。
Try Right-click the document → Find 
Reference Updates, if you find the
imported reference lack some
metadata.

n 导入的PDF如何被识别？How’s imported PDF recognized?



n 一键下载PDF并导入——EndNote Click插件
One-click PDF download and import—EndNote Click plugin
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EndNote Click获取方式：EndNote 21菜单栏à Tools（或从Web of Science右上角产品下拉菜单下载）
How to get EndNote Click: EndNote 21 menu bar à Tools (or from the “product” menu in the upper right 
corner of Web of Science) 



n 一键下载PDF并导入——EndNote Click插件
One-click PDF download and import—EndNote Click plugin

27

最优版本



选择导入到EndNote Desktop
Select "Import to EndNote 

Desktop"
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n 使用数据库检索论文的时候，批量文献信息如何导入？How to import batch 
document information when searching for papers using databases?
直接导入——Web of Science

双击后自动导入
EndNote 21



*更多Import Filters下载：endnote.com/downloads/filters/

转换导入——选择数据库相应的导入过滤器 Files > Import Files > Import options (Other Filters)

n 使用数据库检索论文的时候，批量文献信息如何导入？How to import batch 
document information when searching for papers using databases?
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n EndNote 21的在线检索并导入 Online search and import with EndNote 21

Þ 更多在线检索数据库选择 To add more online databases

             方法1：Click more…

    Or   方法2：Tools à Connection Files

1）选中心仪的文献 Select the desired 
documents

2）点击右上“+”快捷键 Click the "+" 
shortcut in the upper right corner

设定
检索条件

Set search criteria

选择
在线检索源

Select  
online search 

source

Online Search在线检索——EndNote提供了6000多个在线资源数据库！
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n 其他管理软件的文献资料转换导入（RIS格式文件导入）
Convert and import documents from other management software (import RIS files)

在原软件中，以RIS格式

导出已有论文资料信息

Export existing document 

information in RIS format 

from the original 

software.
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File
¯

Import 
¯

File

 



n 手动新增文献记录 Manually add document records

v Author：一名一行，名在前姓在后，姓前名后要加逗号（e.g., John Smith/Smith, John）
v Keywords：一词一行
v Research notes：添加个人笔记，方便检索和查询
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• 支持50+种文献资料格式

• 支持自定义文献资料格式



2.文献的分组与管理
Groupe and manage documents

36



EndNote 21的文献管理
Document management

p 文献分组

Create Groups

    Create Smart Groups

    Create from Groups

p 文献去重 Duplicate removal for documents

p 文献标签 Document tags

p 查找全文 Find full text

37



ü 把目标文献添加到组（直接拖动或右键添加）Add target documents to the group 

(drag and drop or right-click to add)

ü 所有组按照字母顺序进行排序 All groups are sorted alphabetically

ü 按照设置条件自动挑选符合条件的记录 Automatically select records that 

meet the criteria based on the set conditions

ü 在有新记录收入时自动将符合条件的记录放入Smart Group Automatically 

place records that meet the criteria into the Smart Group when new 

records are added

ü 将已经设置好的组用AND, OR 和NOT进行组与组之间的匹配

如寻找组与组之间的交集或并集等 Match groups using AND, OR, and NOT. 

For example, find the intersection or union between groups

p Create Groups

p Create Smart Groups

p Create from Groups

增加新文

献时

组内自动

更新

group 

automatica

lly updates

Group Set

Group

Group

支持多达5000个Group Sets 

支持多达5000个Groups 

n 文献的分组Groups

38



示例：自动生成出版年不早于2021年的
设置：Year Is greater than or equal to 2021
Example: Automatically generate documents published no 
earlier than 2021  
Setting: Year is greater than or equal to 2021

n 文献的分组Groups
Create Smart Groups 创建智能分组

39

ü自动在已有文献中检索符合条件的文献记录
Automatically search existing documents for 
records that meet the criteria

ü自动生成新的组 Automatically generate a new 
group

ü后续添加论文时自动更新 Automatically 
update when new papers are added



n 文献的分组Groups
Create From Groups 合并已有文献分组

用AND, OR, 和 NOT来组配一个新的智能分组
示例：将已收录的多来源论文资料，合并至同一组中
Use AND, OR, and NOT to create a new smart group  
Example: Combine multi-source paper materials into a 
single group

40



n 文献的去重 Duplicate removal

41

Library > Find Duplicates 



EN找到相似的文献后
用户自行选择想保留的文献
After EN identifies similar documents,  
users can choose which documents they want to keep.

n 文献的去重 Duplicate removal
重复文件”定义的设置途径

Edit à Preferences à Duplicates 

ü支持DOI号和PMCID号
精准定位重复文献记录Support 
DOI and PMCID for precise 
identification of duplicate 
document records.
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判断文献是否重复/ 自定义“重复文献”
Define/identify duplicate documents



n 文献的标签 Document tags

43

EndNote 21新增功能——为文献添加一个或多个标签，方便查找和管理
New feature - Add one or more tags to documents for easier search and management.

自定义标签
名称和颜色
Customize 
tag names 
and colors.

将不同分组中的文献
进一步按照标签分类
Further categorize 
documents within 

different groups by 
tags.
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“回形针” 标识
代表该文献拥有全文
"paperclip" icon  
indicates that the 
document has a 

full text available.

n 轻松获取文献全文 Easily access full-text documents

快捷查找全文
Quickly find 

full text
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选择要查找全文的文献 选择“References” 点击“Find Full Text…”

Find Full Text
帮助查找全文

已找到全文

n 轻松获取文献全文 Easily access full-text documents



3. 文献统计分析
——与Web of Science无缝链接
Literature Statistics and 
Analysis - Seamless integration 
with Web of Science
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EndNote 21的文献分析
了解已收集文献的影响力和发展

p 与Web of Science的无缝连接 Seamless integration with Web of Science

Web of Science 全记录页面 Web of Science full  record page

Web of Science 相关记录结果 Web of Science related records results

一键式引文报告生成 One-click citation report generation

p 基于个人图书馆的文献统计分析 Literature statistics and analysis based 

on personal library

48



n 与Web of Science的无缝连接：文献全记录 Seamless integration with Web of Science: 
Full record of documents
Web of Science article record

49

References >> Web of Science >>

全记录页面



n 与Web of Science的无缝连接：文献全记录
Seamless integration with Web of Science: Source record 
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详尽且丰富的
文摘信息
Detailed 
and rich  
abstract 
information

ü实时、持续更新 Real-time, continuous updates

ü提供不受学科界限限制全面观察科技发展的能力 Provide the ability to comprehensively 

observe technological developments without being limited by disciplinary boundaries

引文网络

您可能也想要：
基于算法发现更多关联资源

Algorithm-based assistance to 
help you discover more related 

resources



n 与Web of Science的无缝连接：相关记录 Seamless integration with Web of Science: 
Related records
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References >> Web of Science >> 相关记录列表
Related 
records list



n 与Web of Science的无缝连接：相关记录 Seamless integration with Web of Science: 
Related records

ü借助引文索引的力量，寻找更多交叉学科的创新点和研究思路

Harness the power of citation indexing to find more 

interdisciplinary innovations and research ideas.

相关记录检索结果 Related records search results
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为一组文献Create Citation Report

n 与Web of Science的无缝连接：创建引文报告 Seamless integration with Web of 
Science: Create citation reports
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References >> Web of Science >>

ü支持分析整组文献

的引文影响力

Support 

analysis of the 

citation impact 

of an entire set 

of references

ü分析每篇论文每一年被引用的情况

Analyze the citation count of 

each paper for each year



n 基于个人图书馆的文献统计分析
Tools → Subject Bibliography → Subject Fields
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ü对多渠道整理的资料信息

进行整合统计分析

Integrate and analyze 

information collected 

from multiple sources

ü支持多字段合并统计

Support multi-field 

combined statistics

ü基于关键信息，快速挑选

并分类已有信息 Quickly 

select and categorize 

existing information 

based on key points



示例：基于感兴趣的关键词挑选文献，并自动呈现分类结果

n 基于个人图书馆的文献统计分析

分子动力学模拟

矩阵乘积态，MPS

随机森林

相变

示例：对已整理的文献进行关键词（keywords）统计分析

查看相关文献数量

55

Tools → Subject Bibliography → Subject Fields



4. 参考文献编辑与投稿
Reference Editing and Submission

56



EndNote 21协助写作投稿
Assist with writing and submission

p 添加参考文献 Add references

p 参考文献的一键格式修改 One-click reference format 

modification

p 获得更多参考文献格式模板 Obtain more reference format 

templates

p 参考文献的调整 Adjust references

p 参考文献的分类显示 Categorized display of references

p 创建自定义的参考文献格式（简版）Create custom reference 

formats (simplified version)

p 投稿期刊推荐 Journal submission recommendations

57



n 添加参考文献 Add references
Endnote Toolbox in Microsoft Word (by the Cite While You Write plugin, installed with EndNote 21 by default)

❶选择合适的参考文献格式
Select the appropriate reference format

❷在文中指定添加参考文献的位置
Specify the location in the text where you want 
to add the reference.

❸

❹输入检索词汇
Enter the search terms.

❻选中待添加的参考文献
Select the reference to be 
added.

❺

❼

59



文中

文后

成功添加了参考文献
Successfully added the reference.

60

n 添加参考文献 Add references
Insert Citation



n 添加参考文献 Add references
Copy Citation
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点击Insert后直接生成参考文献
Click "Insert" to directly generate the 
reference.

(1) Ielo, I.; Calabrese, G.; De Luca, G.; Conoci, S. 
Recent Advances in Hydroxyapatite-Based 
Biocomposites for Bone Tissue Regeneration in 
Orthopedics. INTERNATIONAL JOURNAL OF 
MOLECULAR SCIENCES 2022, 23 (17). DOI: 
10.3390/ijms23179721.

在WORD正文里点击需要插入参考文献的位置 Click the location in the Word document where you want to insert the reference.



n 添加参考文献 Add references
快速批量添加 Quick-add multiple references

在EndNote Library中点选要引用的文献
按住Ctrl键可复选
In the EndNote Library, select the references 
you want to cite.  
Hold down the Ctrl key to select multiple 
references.

文后

62

文中



n 更多参考文献格式模板获取
Select Another Style

❶选择Select Another Style…选项
Select the "Select Another 
Style..." option.

❷在列表中选择所需使用的参考文献格式
Select the desired reference format from the list.
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n 更多参考文献格式模板获取
Select Another Style

7000+种参考文献格式模板下载：endnote.com/downloads/styles/
可直接下载学位论文参考文献通用格式的GB/T 7714模板
You can download 7000+ reference style templates by this link.
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n 参考文献的调整 Adjustment of references
Edit & Manage Citation(s)

删 减 文 献

Delete references

调 整 文 献 顺 序

Adjust reference order

编辑文献

Edit references编辑&管理参考文献
Edit & Manage Citation(s)

65



n 参考文献的分类显示 Categorized display of references

参考文献分类设定 Configure Categories

已有参考文献及其分类详情
Existing references and their 
categorization details

分类设定

• Journal Articles

• Books

• ……

在Word中分类显示参考文献信息
Categorize and display reference 
information in Word
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消除文献域代码，转换为纯文本格式

Remove field codes and convert to 
plain text format.

EndNote将会新建一文档来保存无域代码格式
的新文档，但在无域代码格式的文档中不能再
统一修改调整参考文献格式
EndNote will create a new document to 
save the field code-free version, but you 
will no longer be able to uniformly 
modify or adjust the reference format in 
the plain text document.

n 如何消除文献域代码格式？How to remove field codes from references?



n 创建自定义的参考文献格式
Add custom reference formats

Tools à Output Styles à Edit “某格式 ”

文中引文格式设置
In-text citation formatting

文后引文格式设置
Bibliography formatting

脚注格式设置
Footnote formatting

图&表格式设置
Figure & table formatting

创建引用模板
Create citation 
templates
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n 投稿期刊推荐 Recommend journal for submission
Manuscript Matcher

选择Manuscript Matcher选项
Select the Manuscript Matcher 

option
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Manuscript Matcher
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同时利用参考文献的数据进行匹配
Simultaneously use reference data for matching

复制稿件标题和摘要
Copy the manuscript 

title and abstract

n 投稿期刊推荐 Recommend journal for submission



期刊信息页
Journal 
Information Page

推荐期刊的信息——来自JCR
Recommended journal 
information—sourced from JCR 
(Journal Citation Reports)

稿件数据中帮助匹配
到该期刊的关键词
Keywords from 
the manuscript 
data help match it 
to the appropriate 
journal.

期刊投稿指南页
Journal 
Submission 
Guidelines Page
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n 投稿期刊推荐 Recommend journal for submission
Manuscript Matcher



5. 文献备份、同步与共享
Document Backup, Sync and Sharing
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EndNote 21的备份与共享
Backup and Sharing

• 同步备份 Sync and Backup

• 移动便携——压缩个人图书馆

Portable Mobility—Compress 

Personal Library

• Email一键发送 Send via email

• 共享你的分组 Share your groups

• 共享你的图书馆 Share your library

v 同步备份
v Backup and 

Sync

v 资源共享
v Resource 

Sharing
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n 同步备份
Library - Sync
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ü支持多达5000个论文分组 Support up to 5,000 groups of papers

ü支持整理并线上线下同步保存多达100万篇参考文献 Support organizing and 
synchronizing up to 1 million references both online and offline

ü支持云端附件同步保存 Support cloud-based attachment synchronization

同步状态详情汇总Synchronization Status Summary

本地图书馆详情
Local Library Details

在线图书馆详情
Online Library Details



n 移动便携——压缩个人图书馆 Portable Mobility—Compress Personal Library
Compressed Library 便于使用存储设备携带与共享

File à Compressed Library(.enlx)…

• 带附件压缩

• 仅指定压缩某个组

• 不带附件

• 压缩完整图书馆

• 压缩选中的参考文献

File à Open Library…打开已压缩图书馆：
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n Email 一键发送 Send with one click via email
右键选择文献 → Email Reference

通过邮件分享文献资源
Share document 

resources via email
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n 共享你的分组
右键选择Share Group

通过输入email地址
邀请共享文献分组

在共享时可限定访问权
限为“只读”或“读写”
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快捷分享分组



n 共享你的图书馆 Share your library
File - Share

通过输入email地址
邀请共享图书馆

在共享时可限定访问权限
为“只读”或“读写”

ü大型团队协作与研究共享可添加文献、注释、引用文献，并可
享有无限制的云端存储空间 Large team collaboration and 
research sharing allow you to add documents, 
annotations, and citations, with unlimited cloud storage 
space.

ü最多可与1000位成员共享一个文献数据库！Share a 
document database with up to 1,000 members!
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查看分享给自己的文献库：收到邀请邮件并接受邀请后，便可使用“Open shared library”打开共享文献库
View the library shared with you: After receiving the invitation email and accepting the invitation, you can use "Open shared 
library" to access the shared document library.

n 共享你的图书馆 Share your library
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接受邮件邀请后才能查看
Accept email invatation



查看团队活动提醒 View team activity notifications
n 共享你的图书馆 Share your library 通过Activity feed打开共享文献库

活动日志，来查看伙伴们的操作历史
与活动状态
Open the shared document library 
activity log through the Activity 
feed to view your teammates' 
operation history and activity status.

81



借助 EndNote 21
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将有限的时间投入科研本身，流程化工作加速科研进程
Leverage EndNote 21 to devote your limited time to research itself, streamlining workflows to 
accelerate the research process.

支持在线搜索文献，并自动查找

的 PDF。自动插入参考文献并支

持深度定制化编辑。

Support online literature search and 

automatic retrieval of PDFs. Automatically 

insert references and support deeply 

customizable editing.

利用EN系统开展大型研究项目，

存储无限的参考资料，上万篇文

献依旧稳定，多种导入方式任您

选择。

Utilize the EN system to conduct large-scale 

research projects, store unlimited reference 

materials, and maintain stability with tens 

of thousands of documents. Various import 

methods are available for your selection.

更顺利地与团队成员一起工作。

在世界各地任何角落都可以灵活

地分享和评论文献，帮助大家保

持一致。

Work more smoothly with team members. 

Flexibly share and comment on documents 

from anywhere in the world, helping 

everyone stay aligned.

节省时间 保持条理 轻松协作
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更多课程&资源：科睿唯安B站、官方学习中心

科睿唯安
B站视频课

科睿唯安
官方学习中心
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5分钟短视频：https://clarivate.libguides.com/shortvideos
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