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Mendeley is a free reference manager and academic social network that can help you organize your research, collaborate with others online, and discover the latest research.[footnoteRef:1] [1:  Source: http://www.mendeley.com/ [Accessed: 09 January 2013]] 
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[bookmark: _Toc345752664]Installation
1. Visit http://www.mendeley.com/.
2. Click on the Signup & Download button. Signing up enables you to create an Internet account, so that you can access your reference library from anywhere. You do need to install the desktop version to integrate with Word - you will be prompted to do this as you follow the instructions.
3. [bookmark: _Ref345481712]Once it has finished installing on your computer, the application should open up (you may be asked if you want the application to launch). If not, there should be a little icon similar to the following on your desktop or try to locate Mendeley from your list of programs from the Start Menu (please note that your list of programs will differ from those shown in the figure).
[image: ]		

4. Once the application opens up, click on the "Tools" Menu at the top and select the "Install Word Plugin" (see figure below). This will allow you to cite and create bibliographies/reference lists easily in Word. You may be prompted to close Word and a few other applications if they are open. If this has already been installed, the option will be "Uninstall Word Plugin" and you can ignore this step. 
[image: ]

5. Once the installation has completed successfully, open up Word and click on the References tab at the top. You should now have buttons that allow you to insert citations from your Mendeley library and create bibliographies or reference lists (see figure below).
[image: ]
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[bookmark: _Toc345752665]Using Mendeley
This section shows you how to use Mendeley.
1. To use a citation, you need to add it to your Mendeley library, but there options available that make it easy for you to import a reference to your library. Details on how to import/add references are provided below.
2. Open up the Mendeley Desktop Application as explained in step 3 in the Installation section.
3. You can use folders to organise your references, the same way you would use folders to organise your files on your computer, USB, email inbox, etc.
4. There are several ways you can add a new reference to your library. First, you will need to locate a file document that you want to import into your library from a reference source.
[bookmark: _Toc345752666]Adding an Entry Manually
You can add in an entry manually (similar to what you would do in Word).
5. Click File → Add Entry Manually...
[image: ]
6. You should get the following dialog screen to manually fill in the entries for your reference. Fill in the required entries and click Save. Note: If the document you are referencing has a DOI number, you can use this to import the reference. Step 7 below shows you how to do this.
[image: ]
7. The following article "Meeting the CHALLENGE: Teaching Strategies for Adult Learners." available on Education Research Complete[footnoteRef:2] has a DOI number as shown in the screen shot below. [2:  Available from:
http://web.ebscohost.com/ehost/detail?vid=3&sid=40340e55-fd4e-4100-8492-b37dd0039e8f%40sessionmgr11&hid=14&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=ehh&AN=83629863 [Accessed: 11 January 2013]] 

[image: ]

8. The DOI number can be used to look up and import the reference into your library. Copy the DOI Number off the document’s source location and return to Mendeley. Scroll down and locate the DOI field and paste the entry into this field as shown below. Click on the search icon beside the field. Mendeley will then attempt to find the document and fill in the reference fields. Click the Save button if you are happy with the entries found.
[image: ]

[bookmark: _Toc345752667]Importing Citations
Most libraries, like Education Research Complete, JSTOR, IEEE, etc. will have an option for you to export the citation of a document of interest. You can import documents into your library from exported citations.
9. Locate the option to export/save a citation for a document of interest. For example, still using the same document as before on the Education Research Complete web site, the export option is to the right side of the page as shown below.
[image: ]

10. Clicking on the Export button gives you a number of options (see figure below). Choose the RIS format and click the Save/Export button. Follow the instructions to save the file generated to a location of your choice.
[image: ]
11. Return to Mendeley and go to the menu option Add Files as shown below.
[image: ]
12. Locate the file you saved in step 10 and open it. The reference for the document should then be added to your library.
13. You can repeat these steps to add multiple document references to your library.
14. If the document source does not export in RIS format, then you can use the BibTex format (most will provide this option). The BibTex option will usually generate an output similar to what is shown below (the screenshot has been cropped for legibility).
[image: ]
15. It is better to manually copy and paste the generated citation into an empty Notepad text document and save that as a .bib file. Highlight and copy the reference part of the output generated as shown in the figure below.
16. Open up Notepad and paste the copied text into the new blank file.
17. Save the file to a location of your choice and import into your Mendeley as explained earlier.
[image: ]

[bookmark: _Toc345752668]Using a Citation in Word from your Library 
Once you have added references to your library, you can cite as you type in Word. When you are done, you can then generate your bibliography or reference list.
18. To add a citation to a document you are typing in Word, go to the point you want to add the citation in your document and click on the References tab.
19. Then click on the Mendeley “Insert Citation” button as shown below.
[image: ]
20. If you know the author, title or year of the document/book you want to cite, you can type into the search box and it will filter out corresponding citations from your library as shown below.
[image: ]

21. Select the one you want and click the OK button. Alternatively, you can use the “Go To Mendeley” button to go and find the document of interest in Mendeley. Once you have located the document you want, click on “Cite” button on the toolbar menu at the top to return to Word.
22. If the inserted citation is not in the format that you like, you can change this by selecting your preferred format from the Style drop-down list as shown. 
[image: ]





23. To generate a Bibliography or Reference list of all the documents/articles/etc. that you have cited in your document, click on the References tab and click on the “Insert Bibliography” button as shown.
[image: ]

24. A bibliography in your chosen citation style should be automatically added to your document.

[bookmark: _Toc345752669]Synchronising your library
If you created an online account, you can also synchronise your references so that you can access them from anywhere. Just press the Sync button and this will synchronise your references to your online account.
[image: ]
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