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Introduction to Mendeley
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What is Mendeley?

Free Academic Software
Cross-Platform (Win/Mac/Linux/Mobile)
All Major Browsers (Chrome, Firefox, Safari, IE) 

Desktop
Web

Mobile



How Does Mendeley Help? 

Everything is stored in the cloud

Access with any computer anywhere, anytime



More functions

Highlight an add notes on PDF

Generate In-Text Citations in Word

Insert Your Bibliography



Set up your Mendeley Library
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Create a free account & download the software

https://www.mendeley.com/

https://www.mendeley.com/


Login with your Mendeley account

Install Reference Manager and Citation Plugin



1. Mendeley > Add Files
> Add Folders

Select a file or folder to add from your computer

2. Check if the information is correct for EACH article

Build Up your Mendeley Library



Method 2: Direct export RIS 
(when you have a physical book or article on head)

1. Access EBSCO
Library homepage > EBSCO > Login with your college account > EBSCOhost Research 
Databases

2. Search the articles you need

3. Export RIS file

>

4. Import to Mendeley
File > Import > RIS – Research Information Systems (*ris)



1. Tools > Check for Duplicates

2. Check and click “Confirm Merge”

Checking for Duplicates



Sync



Manage your Mendeley Library

2b



Manage your library

Use column headings to 
order your references

Mark entries
read or unread

Entries with attached 
PDFs can be opened
with the PDF Reader

Star items to mark 
them as favorites

All items in your 
personal library

Items added in the 
last two weeks

Access your
recently read items

All items you’ve
starred in your
library

Items in need
of review



Create and Use Folders

References not added to a folder 
will appear in ‘unsorted’

Your folders will be listed below.
Drag and drop to re-order them.

Use ‘Create Folder’ to enter a
new folder name.



Search within your Mendeley Library
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Search Your Documents Enter your search term
in the search field

The main view will be
filtered accordingly, 
use the clear button to
remove the search filter

Click on a specific folder
to search within it

Mendeley’s search tool will look at reference 
metadata, but will also search within the full text
of PDF papers.



PDF viewer – Highlight & add notes
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Highlight & add notes



Cite as you write - Mendeley Cite
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Finding a Citation Style



Generate In-Text Citations in Word



Merging Citations



Inserting Your Bibliography



Join and Create Groups to Share References
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Mendeley Groups

See the groups you created, 
joined or follow.

Add documents to a group 
by dragging and dropping.



Private Groups
Collaborate with Your Project Team

Share full-text 
documents with 
members of your 
private group

Share highlights 
and annotations

Each group member is assigned a different color for highlighting



Thanks!
3977-9880

library@yccece.edu.hk

5576-4404

Zoom Library Virtual Help Desk (Mon – Fri, 2 - 5 pm, except holidays)  

http://lib.yccece.edu.hk/en/

mailto:library@yccece.edu.hk
https://us02web.zoom.us/j/4068532529?pwd=akhlYWhHcG9ybVpZWXZuYVZKamtldz09
http://lib.yccece.edu.hk/en/


CREDITS: This presentation template was created by Slidesgo, including icons by 
Flaticon, and infographics & images by Freepik

This presentation is adapted from https://www.mendeley.com/advisor-community

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
https://www.mendeley.com/advisor-community

