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Reference management 
 
Writing bibliographies and compiling references 
can be a demanding and sometimes frustrating 
part of writing academic papers, especially if you 
are trying (and failing) to remember where a 
particular citation came from - and your deadline 
is fast approaching!  
 
With reference management software, it is 
possible to collate all of your references in one 
place and automatically generate bibliographies 
in the citation style appropriate to your needs. 
You can search for articles or other research 
papers and compile a list of material you are 
interested in, and access them from anywhere 
online. There are a number of different tools to 
do this, but this guide specifically looks at one 
free reference management software package, 
Mendeley. 

 
Mendeley 
 
Mendeley is recommended by students, 
researchers and academic staff as well as other 
business professionals. It’s simple to download 
and easy to use.  
 
You can: 
 

 generate citations and bibliographies in 
Microsoft Word, OpenOffice, and LaTeX; 

 read and annotate your PDF files, using sticky 
notes and highlighting; 

 import and organise PDFs from your 
computer, EndnoteTM, Papers, or Zotero; 

 collaborate with colleagues, securely sharing 
papers, notes and citations; 

 access your library of papers on the web, or 
with an iPhone or iPad;  

 take advantage of its ‘academic social 
network’, which allows you to discover new 
papers, people, and public groups.  
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Some useful features, for free 
 

 1 GB free web storage space; 

 citation plug-ins for MS Word and Open 
Office; 

 cross-platform syncing across desktop, web, 
and mobile devices; 

 free and open searchable database with 
almost 100 million documents; 

 personalized paper recommendations; 

 collaboration in both private and public 
groups; 

 compatible with all modern browsers; 

 compatible with Mac, Windows, and Linux; 

 mobile and iPad applications; 

 metadata extraction; 

 “what-you-see-is-what-you-get” customisable 
citation style editor, as well as thousands of 
standard formatting templates. 

 
For full details of what’s available and how 
Mendeley compares to other reference 
management software, see http://
www.mendeley.com/compare-mendeley/ 

 
 
How to install Mendeley 

 
1.) Go to http://www.mendeley.com  
 
2.) Click on the Sign Up and Download button, 
and follow the on-screen instructions to install 
Mendeley Desktop and register for your user 
account.  
 
3.) Alternatively, you can login via your Facebook 
account. 
 

Useful links 
 
Online getting started guide:  
http://www.mendeley.com/getting-started 
 
FAQs: http://support.mendeley.com 
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How to add references in 3 steps or less...  
 
...Manually (Web)  
 
1.) Login to your account at  
     http://www.mendeley.com  
 
2.) Click the My library tab and select Add 
document (top left). 
 
3.) Tell it where to add the item its type (book, 
article, etc.), enter bibliographic information, 
and click Save.  

 
...Manually (Desktop)  
 
1.) In the Mendeley Desktop application, go to 
File, Add Entry Manually. 
 
2.) Select the type of item, enter bibliographic 
information and click Save.  

 
...from online databases/catalogues 
 
1.) In the Mendeley Desktop application, click on 
the Tools menu and Install web importer. 
Follow the onscreen instructions. 

 
2.) When you have located records you wish to 
add to Mendeley in an online database or 
catalogue, simply click on the newly installed 
Import to Mendeley button in your browser. If 
Mendeley is compatible with the database you 
are using, it will ask you to select records to add 
to your library. If not, it will just record a 
‘snapshot’ of the webpage.  
 
3.) You can also download references as text 
files from databases/catalogues, and import 
them to Mendeley (see next). 
 

...from text files (.ris, .bib etc)  
 
1.) In the Mendeley Desktop application, click on 
Add documents, then select the file containing 
your reference information.  
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2.) Click Open and the reference(s) in your file 
will be added to your library.  
 

...from existing PDF files  
 
1.) Drag and drop the PDF file from your file 
browser into the main Mendeley screen. 
Mendeley automatically locates the bibliographic 
information and adds a record to your library.  
 

Synchronise!  
 
Remember, you will need to sync your library to 
see the same records in the web and desktop 
versions of Mendeley. Click the Sync library 
button in the desktop application to transfer 
changes across. 

 
In-text Citations  
 
1.) In the Mendeley Desktop Tools menu, click 
Install MS Word plugin or Install OpenOffice 
plugin, and follow the on-screen instructions.  
 
2.) When you open your word processor, you 
should see additional Mendeley buttons. In your 
document, position the cursor at the point you 
wish to insert a citation and click the Insert 
citation button. Select the citation you want to 
add by using the pop-up search box.  
 
3.) Alternatively, go to Mendeley Desktop and 
click the Send to Word button.  
 
 

Bibliographies 
 
1.) Pick the appropriate format for your 
bibliography and citations from the Citation style 
menu. There are a wide range of frequently-used 
styles available.  
 
2.) Click Insert bibliography, and hey presto: a 
correctly formatted bibliography will appear in 
your document! 
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Searching for papers and groups: 
networking research 
 
It’s easy to search Mendeley’s database of  
millions of papers, and to save those that 
interest you to your library. Even if you can’t 
access the full PDF via Mendeley, you can 
still save the reference so that you don’t 
have to waste time searching for it when it 
comes to the final write-up. You can also 
click on related research under a particular 
paper which will bring up a list of other 
papers that may be of interest. 
 
You can search the database of public 
groups, browse specifically within your 
discipline, join or follow groups that interest 
you, and start collaborating with other 
researchers either publically or privately. 
You can also establish connections with 
academics in your field and see which 
papers they are reading, to give you more 
ideas!  
 
 

Upgrades 
 
Whilst you get 1GB storage space for free, 
there are a variety of price plans if you 
require more space.  
See http://www.mendeley.com/upgrade 
  

 
Want to find out more? 
 
http://ox.libguides.com has a guide to 
Reference management, and more 
information about the different types of 
software available, as well as a dedicated 
Mendeley page that has  links to video 
tutorials, details of WISER courses, and 
more. 
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