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The Chicago Manual of Style Endnote Tutorial: A Comprehensive Guide

chicago manual of style endnote tutorial – Mastering the intricacies of
academic citation can be a daunting task for many students and researchers.
Among the various citation styles, The Chicago Manual of Style (CMOS) offers
a robust system for footnotes and endnotes, providing a sophisticated way to
acknowledge sources within your work. This comprehensive tutorial is designed
to demystify the process of creating and managing endnotes according to CMOS
guidelines. We will delve into the fundamental principles of endnote
formatting, explore the distinct differences between author-date and notes-
bibliography systems, and provide step-by-step instructions for implementing
them in your writing. Whether you are preparing a research paper, a thesis,
or any scholarly document, understanding the proper application of Chicago
style endnotes is crucial for academic integrity and clarity.
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Understanding Chicago Style Endnotes
Endnotes, in the context of The Chicago Manual of Style, serve as a method of
citing sources at the end of a paper, book, or article, rather than directly
within the text or at the bottom of each page (as with footnotes). Each
endnote corresponds to a superscript numeral placed within the body of the
text, indicating where a piece of information or a direct quote originates.
This system allows for detailed bibliographic information and commentary
without interrupting the flow of the main narrative.

The purpose of endnotes is multifaceted. Primarily, they provide readers with
the necessary information to locate the original source. This includes
author, title, publication details, and page numbers. Secondly, endnotes can
also be used for parenthetical information or brief explanations that are not
essential to the main text but are relevant for the reader’s understanding.
This dual functionality makes the Chicago style endnote system a powerful
tool for scholarly communication.



When to Use Endnotes in Chicago Style
The decision to use endnotes in Chicago style often depends on the specific
requirements of your instructor, publisher, or the nature of your work.
However, there are general guidelines that influence this choice. Endnotes
are particularly well-suited for longer, more complex works like
dissertations, theses, and academic books, where the main text needs to
remain as uncluttered as possible. They also accommodate a greater amount of
supplementary information or commentary than footnotes might comfortably
allow.

Furthermore, endnotes are the preferred method for researchers who wish to
avoid interrupting the reading experience with frequent citations. By
consolidating all citation details at the end, the reader can engage with the
prose without constant pauses. This is especially beneficial in humanities
disciplines where extensive quotations, detailed analysis, and a narrative
flow are paramount. If your work involves extensive use of secondary sources
or requires extensive discussion of historiography, endnotes can be a more
practical solution.

The Two Chicago Citation Systems: Notes-
Bibliography vs. Author-Date
The Chicago Manual of Style offers two distinct systems for citation, and
understanding their differences is crucial when employing endnotes. The first
is the Notes-Bibliography system, and the second is the Author-Date system.

The Notes-Bibliography System
The Notes-Bibliography system is the more traditional and widely used of the
two for humanities, literature, history, and the arts. In this system, each
citation is handled by a numbered note (either a footnote or an endnote) that
provides full bibliographic details upon the first mention of a source.
Subsequent citations of the same source are then shortened. At the end of the
document, a bibliography is provided, listing all sources cited in the notes
in alphabetical order by author's last name.

When using endnotes with the Notes-Bibliography system, the superscript
number in the text leads the reader to a corresponding number in the endnote
section at the end of the paper. The first time a source is cited, the
endnote will typically include:

Author's first and last name

Title of the work (italicized for books, in quotation marks for
articles/chapters)



Publication information (city, publisher, year)

Specific page number(s) being referenced

Subsequent citations of the same source are usually abbreviated, often
including the author's last name, a shortened title, and the page number.

The Author-Date System
The Author-Date system is more commonly employed in the sciences and social
sciences. In this system, brief parenthetical citations are placed directly
within the text, including the author's last name, the year of publication,
and the page number (e.g., (Smith 2020, 45)). This in-text citation refers
the reader to a full reference list (not a bibliography) at the end of the
document, which is also alphabetized by author's last name. While this system
primarily uses in-text citations, endnotes can still be incorporated for
supplementary comments or explanations that are not directly tied to a
specific textual citation.

When endnotes are used in conjunction with the Author-Date system, they
typically serve a different purpose than in the Notes-Bibliography system.
They are not the primary means of citation but rather a space for author's
notes, allowing for digressions, extended discussions, or acknowledgments
without disrupting the main text. These endnotes might still contain
bibliographic information but are more likely to house explanatory content.

Setting Up Endnotes in Microsoft Word
Most word processing software, including Microsoft Word, has built-in tools
to facilitate the creation of endnotes, which significantly simplifies the
formatting process. Following these steps will help you implement endnotes
correctly:

First, place your cursor at the end of the sentence or phrase where you want
the endnote reference to appear. Then, navigate to the "References" tab on
the ribbon. Within the "Footnotes" group, click on the "Insert Endnote"
button. Word will automatically insert a superscript numeral in your text and
take you to the end of the document (or the designated endnote section) where
you can type the corresponding citation information.

Word automatically numbers endnotes sequentially and manages their placement
as you add or remove citations. It also creates a separate endnote section at
the end of your document. If you need to change endnote settings, such as
their numbering format or location, you can click the small arrow in the
bottom right corner of the "Footnotes" group to open the Footnote and Endnote
dialog box. Here you can select "Endnotes" and choose your preferred options



for numbering (e.g., continuous, restart each section) and symbol formatting.

Formatting Endnotes According to Chicago Style
The precise formatting of endnotes in Chicago style is dictated by the Notes-
Bibliography system, as this is where endnotes are most commonly used as the
primary citation method. Adhering to these rules ensures consistency and
clarity for your readers.

For the first citation of a source in the Notes-Bibliography system, the
endnote should include the following elements in order:

Author's first name and last name

Title of the book (italicized) or article/chapter (in quotation marks)

Publication details: city of publication, publisher, and year of
publication, enclosed in parentheses

The specific page number(s) referenced

For example, a book citation might look like this: Jane Doe, The Art of
Citation (Chicago: University of Chicago Press, 2022), 45.

A journal article citation might appear as: John Smith, "Digital Humanities
in Practice," Journal of Modern Literature 10, no. 2 (2021): 112.

Subsequent citations of the same source are abbreviated. Typically, this
involves using the author's last name, a shortened version of the title, and
the page number. For example: Doe, Art of Citation, 78.

If you cite the same source consecutively, you can use "Ibid." (from the
Latin ibidem, meaning "in the same place") followed by the page number. If
the page number is the same as the previous note, just "Ibid." is sufficient.

Common Endnote Formatting Scenarios
While the basic principles of Chicago style endnotes are straightforward,
certain types of sources or situations require specific formatting
adjustments. Familiarizing yourself with these common scenarios will enhance
your ability to cite accurately.



Books
When citing a book for the first time, ensure you include the author's full
name, the italicized title, publication information in parentheses (city,
publisher, year), and the specific page number. For subsequent citations, use
the author's last name, a shortened title, and the page number. If no city of
publication is readily available, use the author's name and title. For edited
volumes, include the editor's name before the title.

Journal Articles
For journal articles, begin with the author's full name, followed by the
article title in quotation marks. Then, provide the journal title
(italicized), volume and issue numbers, the year of publication in
parentheses, and the specific page number(s) of the article, followed by the
referenced page number in the endnote.

Websites and Online Sources
Citing online sources requires careful attention to detail. Include the
author's name (if available), the title of the specific page or document (in
quotation marks), the name of the website (italicized), the publication date
or last updated date, and the URL. Crucially, also include the date you
accessed the material, as online content can change. A common format is:
Author Last Name, "Title of Page," Website Name, publication date, accessed
Month Day, Year, URL.

Multiple Authors
For works with two authors, list both names in the endnote. For works with
three or more authors, list the first author's full name followed by "et al."
(and others) in the endnote. The full list of authors should, however, appear
in the bibliography.

Managing Endnotes Effectively
Effective management of endnotes is key to maintaining accuracy and
efficiency throughout the writing process. Relying on your word processor's
built-in tools is the first step towards seamless integration.

Regularly review your endnotes to catch any inconsistencies or errors. As you
add or delete content, ensure the numbering remains correct. Many writers
find it helpful to proofread their endnotes specifically, checking them
against their source materials. Pay close attention to punctuation,
capitalization, and the italicization of titles, as these are common areas



for mistakes.

It is also beneficial to maintain a separate, organized record of your
sources, perhaps in a bibliographic management software or a dedicated
document. This can serve as a backup and a quick reference point when you
need to verify details or format your endnotes and bibliography.

When working with collaborators or submitting a manuscript, ensure that
everyone involved understands and follows the chosen Chicago style
guidelines. Consistency across the entire document is paramount for a
professional presentation.

Tips for a Seamless Endnote Experience
To make the process of using Chicago style endnotes as smooth as possible,
consider these practical tips. Firstly, start with a clear understanding of
whether you are using the Notes-Bibliography or Author-Date system, and
communicate this choice clearly in your document's guidelines, if applicable.
Early decisions prevent later confusion.

Utilize your word processor's endnote function from the outset of your
writing. Trying to add endnotes to an already completed draft can be time-
consuming and prone to errors. As you draft, make it a habit to insert
endnotes as soon as you introduce a source or quote.

Familiarize yourself with the most common source types you will encounter and
practice formatting them correctly. Keep a style guide, such as the official
Chicago Manual of Style or a reliable online summary, readily accessible for
reference. This will be invaluable for clarifying any doubts.

Proofread your endnotes meticulously. This is often an overlooked but
critical step. Ensure that every endnote accurately reflects the source it is
citing and that the formatting adheres precisely to CMOS rules. A well-
formatted endnote section not only demonstrates attention to detail but also
enhances the credibility of your work.

Finally, if you are writing for a specific publication or academic
institution, always consult their particular style guidelines. While they
will likely adhere to CMOS, there may be minor variations or specific
preferences you need to follow.

FAQ



Q: What is the main difference between footnotes and
endnotes in Chicago style?
A: The primary difference lies in their placement. Footnotes appear at the
bottom of each page where the citation is made, while endnotes are gathered
together at the end of the document in a separate section. Both use
superscript numbers to link the text to the citation information.

Q: When should I use the Notes-Bibliography system
versus the Author-Date system for Chicago style
endnotes?
A: The Notes-Bibliography system is traditionally used in the humanities
(history, literature, arts) and relies heavily on endnotes or footnotes for
citations, supplemented by a bibliography. The Author-Date system is more
common in the sciences and social sciences, using in-text citations (Author
Year, Page) and a reference list. If you are using endnotes as your primary
citation method, you are likely employing the Notes-Bibliography system.

Q: How do I format the first endnote citation for a
book in Chicago style?
A: The first endnote citation for a book includes the author's first and last
name, the italicized title of the book, the publication information in
parentheses (city of publication: publisher, year), and the specific page
number being referenced. For example: Jane Doe, The Art of Citation (Chicago:
University of Chicago Press, 2022), 45.

Q: What is the format for subsequent endnote
citations of the same source in Chicago style?
A: Subsequent citations are typically shortened. They include the author's
last name, a shortened version of the title (if it's long), and the page
number. For example: Doe, Art of Citation, 78. If citing the same source
consecutively, you can use "Ibid." followed by the new page number.

Q: Can I use endnotes for explanatory comments in
the Author-Date system?
A: Yes, in the Author-Date system, endnotes can be used for supplementary
commentary, explanations, or digressions that are not directly part of the
in-text citation. These endnotes may or may not contain bibliographic
information depending on their purpose.



Q: How do I handle multiple authors in Chicago style
endnotes?
A: For works with two authors, list both names (first and last) in the
endnote. For works with three or more authors, list the first author's full
name followed by "et al." in the endnote. The bibliography or reference list
should include all authors.

Q: What if a website does not list an author or
publication date?
A: If an author is not listed for a website, begin with the title of the
specific page or document. If a publication or last updated date is
unavailable, use the date you accessed the material. Always include the URL.

Q: How do I ensure my endnotes are automatically
numbered correctly in Microsoft Word?
A: Microsoft Word's "Insert Endnote" function automatically numbers endnotes
sequentially. If you insert or delete notes, Word will renumber them
accordingly. You can customize numbering options (e.g., continuous, restart
each section) in the Footnote and Endnote dialog box.

Q: Is there a difference in endnote formatting
between print and online journal articles in Chicago
style?
A: The core information (author, article title, journal title, volume, issue,
year, page numbers) is similar. For online articles, you will also include a
DOI (Digital Object Identifier) if available, or the URL, and the access
date. The DOI is preferred over a URL when available.
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