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Storing PDFs in EndNote X6 
 

While PDFs are the most popular type of file for attaching to EndNote libraries, the methods 
described below will work with other file types as well.  
 
To understand file attachments, you need to know that every EndNote library consists of two 
elements: the library itself (library.enl) and a .Data folder with the same name (library.Data). 
Further, the .Data folder contains a PDF folder for attachments.  The .Data folder must travel 
with the .enl folder, such as when emailed or transferred to a different drive. One way to easily 
accomplish this is by using EndNote’s Compressed Library feature from the File menu. EndNote 
will automatically package the two folders together, compressing them for saving or emailing.  
 
 
 
 
 
Method 1: Drag and Drop 
1. Download the PDF to your computer and browse to display it in a window as shown below. 
2. Open the EndNote library. 
3. Drag and drop the PDF to the corresponding reference in the EndNote library. Note: if the 

PDF is saved to your desktop, the icon can be dragged directly to the corresponding 
reference in EndNote. Reduce the EndNote window to make this easier.  

4. When the PDF has been successfully stored, a paper clip icon will appear next to the 
Author’s name in the library.  
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Method 2: Let EndNote automatically find and attach full text. 
See also: How Do I? Maximize full text retrieval in EndNote  http://bit.ly/1pRL15b  
1. Highlight the reference for which you want the full-text PDF. (Note: highlight multiple 

references to search and download multiple PDFs.)  
2. Click on the Find Full Text button.  
3. OK the “copyright and usage notice.” EndNote will go to work. Paperclip icons will appear 

next to the Author name, indicating the PDF has been attached. (This may take a few 
minutes.)  
CAVEAT: Although easy, this does not work for all full text due to technical requirements. Be 
prepared to manually retrieve full text for some references.   

 
 
 
 
 
 
 
 
 
 
Method 3: References Menu  
1. In the EndNote Library, open the reference to which you want to add a PDF.  
2. From References menu, choose File Attachments> Attach File.  
3. In the Select a file to link to the reference dialog box, browse to the PDF file you want. 
4. By default, Copy this file to the default file attachment folder and create a relative link is 

checked off. This way, EndNote puts a copy of the PDF into the library’s .Data/PDF folder. 
This is good! Leave the checkmark there!  

5. Save the reference before closing.  
6. A paper clip icon now appears next to the Author’s name in the library.  

 
     
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 Leave this checkmark here!  
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http://www.hsls.pitt.edu/howdoi/max-fulltext-retrieval-endnote
http://bit.ly/1pRL15b
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Pro and con of storing PDFs in EndNote 

 Pro: they will be available whenever you use the library 

 Con: PDF files can be large. Storing a lot of them in the library will increase the size of the 
library and possibly slow things down when you open or manipulate the library file. 
  

Alternative: Link to the PDF’s location or URL without actually creating a copy of it in EndNote.  
In step #4 above, instead of leaving the box checked off, uncheck it.  
 
Viewing PDFs or other attachments in EndNote 
1. A paperclip icon next to the author name indicates a PDF or other attachment stored.   
2. Click on reference of interest (with paperclip) to highlight it.  
3. Then click on the “Open File” icon in the EndNote toolbar. 
4. Alternatively, double-click on the reference to open the record. Scroll down to the File 

Attachments field, where you will find the PDF. Double-click to open. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
5. To delete, click on the PDF to highlight, then click on Delete or simply backspace. Save and 

close the reference.  
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Convert PDFs into new EndNote library records 
 
First, it's important to understand that not all PDFs will automatically convert into EndNote 
records. It depends primarily on whether the PDF includes a Digital Object Identifier (DOI) (as 
outlined in red in this example:). 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
In one attempt to convert a folder of PDFs, for example, 10 PDFs were converted and 22 were 
not. The uncoverted PDFs were added to the library as new records, but except for the Title 
(listed as the file name), the record is blank. (http://screencast.com/t/4yIoYHPrJKG (video 1:05 ) 
 

Instructions for converting a PDF or folder of PDFs: 
 
1. Open or create an EndNote library. 
2. Start the import process: Go to File, Import. 
3. Choose either File... or Folder... depending on whether you're importing an individual PDF 

or a folder of PDFs. 
4. If you're importing a folder, check off "Include files in subfolders." 
5. In the EndNote dialog box, click on the Choose...  button, then find and select the PDF or 

folder of PDFs you want to import. Then click on Open.  
6. For the Import Option in EndNote dialog box, choose PDF at the top of the list.  
7. Click on the Import button. Depending on the number of PDFs, it may take a while for the 

import to complete. 
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