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What	can	I	do	with	Mendeley?																																																  	

1. Gather	citations	of	books,	articles,	videos	and	other	sources	from	databases	and	library	catalogs.	
2. Organize	your	information	your	way:	use	sorting,	folders,	filtering,	and	tags	to	store	and	find	sources.	
3. Easily	generate	Bibliographies	and	Works	Cited.	
4. Create	a	fully	searchable	database	of	your	papers.	
5. And	more…	

Get	Started	
1. Open	Mendeley	Desktop	from	the	Windows	Start	Menu.		You	will	need	to	sign	in	or	create	an	account.		It	is	free	

and	provides	500	megabytes	of	personal	storage	and	500	megabytes	for	group	storage.		Enter	your	first	and	
last	name,	and	e‐mail.		Set	a	password.		You	can	enter	your	Research	Field	and	Current	Status.		Click	Continue.		
These	fields	can	be	modified	later	if	you	don’t	see	an	exact	match.	

2. At	home,	you	will	need	to	download	and	install	the	Mendeley	Desktop	application.		
3. After	the	account	has	been	created,	you	will	see	the	introductory	page	and	to	the	left,	My	Library.	

The	Mendeley	Interface:		My	Library	
1. The	left	column	is	the	overview	of	your	sources.	You	see	My	Library	divided	into	folders	and	groups.	Some	

folders	are	automatically	created	for	you,	such	as	Recently	Added,	Favorites,	and	Unsorted.	The	bottom	section	
of	the	left	column	allows	you	to	quickly	filter	by	tags,	author,	publication,	and	author	keywords.	

2. The	middle	column	is	a	sortable	list	of	sources.	What	appears	in	this	column	is	dependent	on	your	selection	
in	the	left	column.	

3. The	right	column	displays	the	details	and	notes	of	a	selected	source.	What	appears	in	this	column	is	
dependent	on	your	selection	in	the	middle	column.		

4. The	toolbar	contains	common	tasks,	such	as	searching	My	Library;	adding	and	deleting	items	and	folders;	and	
syncing.		You	can	also	perform	many	tasks	with	dragging	and	dropping	or	right‐clicks.	

Gather	Sources	into	Mendeley	
Import	a	PDF 	

1. Click	the	Add	Documents	button,	then	navigate	to	a	particular	PDF	file	on	your	computer.			
				Click	Open.				OR	
2. Drag	a	PDF	file	(or	a	folder	of	PDFs)	into	Mendeley.	

	
Quick	Tip:	If	you	select	the	arrow	next	to	the	“Add	Documents”	button	and	select	Watch	Folder	you	can	designate	a	folder	
in	which	current	PDFs	and	future	documents	added	to	the	folder	will	be	automatically	imported	into	Mendeley.	
	

For	PDF	files	that	are	not	fully	recognized,	you	will	see	“These	details	need	reviewing.		You	can	mark	them	correct,	or	
search	by	title	in	Google	Scholar.”		If	there	are	results	in	Google	Scholar,	the	details	will	automatically	update	after	you	
click	the	Search	by	Title	button.		Otherwise,	you	can	manually	type	information.	

Import	from	Database 	
If	you	don’t	have	a	PDF	file	(or	if	it’s	unavailable)	you	can	use	the	Web	Importer	in	tandem	with	database	searches.	In	
Mendeley	Desktop	go	to	Tools	>	Web	Importer.		You	will	see	information	about	the	Web	Importer	bookmarklet	that	
allows	you	to	import	from	databases.		
	
Go	to	the	record	you	would	like	to	import	from	a	database	and	click	on	the	title	to	view	the	full	record.		Even	when	
there	is	not	a	PDF	available,	you	can	save	the	source’s	citation	record.		Click	the		
bookmarklet,	and	you	will	see	a	pop‐up	window	that	confirms	the	imported	record.		
	
Note:		The	Web	Importer	works	with	many	databases	that	the	libraries	license,	including	other	free	resources	such	as	
Amazon,	but	it	might	not	work	with	every	resource.	In	those	cases	it	will	just	take	a	web	snapshot.	You	can	see	a	support	
list	here:	http://www.mendeley.com/import/	.		If	the	Web	Importer	does	not	work,	just	download	the	PDF	and	see	if	
Mendeley	can	fully	recognize	the	PDF.		Otherwise,	you	can	choose	to	save	the	citation	as	an	RIS	or	BIB	file.			



Organize	
Folders	are	a	great	and	simple	way	to	keep	your	research	in	meaningful	order.	We	recommend	creating	folders	for	
your	classes,	projects,	thesis	or	dissertation.	You	can	create	sub‐folders,	which	is	useful	for	chapter‐level	organization	
if	you	are	writing	a	dissertation	or	book.		
	

	

	

1. To	create	a	new	folder	within	My	Library	or	within	an	existing	folder,	just	click	Create	Folder	in	the	toolbar.	
You	can	easily	delete	a	folder	with	Remove	Folder.	

2. To	add	a	source	to	a	folder,	just	select	the	folder,	then	drag	and	drop	the	source	from	the	middle	column	into	
the	folder	in	the	left	column.		You	can	have	one	source	in	more	than	one	folder:	in	other	words	the	folders	act	
much	like	labels	in	Gmail.	

3. To	remove	a	source	from	a	folder,	select	the	source	and	click	Remove	from	Collection	in	the	toolbar.	Note	that	
the	source	stays	in	My	Library:	it	is	just	removed	from	the	folder.	If	you	would	like	to	delete	a	source	from	My	
Library	while	viewing	within	a	folder	click	Delete	Documents	in	the	toolbar.	The	source	will	be	held	in	Trash	
until	you	empty	it.	With	this	workflow	Mendeley	keeps	you	from	accidently	deleting	a	source.	

If	you	have	a	more	general	classification,	like	a	subject	or	topic	that	will	span	across	multiple	projects	and	classes,	
then	you	might	want	to	use	tags	along	with	folders.		To	create	a	tag,	select	an	item	and	enter	tags	into	the	Tags	section	
in	the	right	column.	

Export	Citations		
First	set	your	preferred	citation	style.	This	changes	which	style	you	see	within	the	application	and	which	style	is	
applied	when	you	insert	citations	in	your	paper.	Within	Mendeley	Desktop	select:	View	>	Citation	Style.	After	selecting	
your	style	you	have	two	primary	options	to	export:	

1. Select	an	entry	from	the	middle	column	of	Mendeley	Desktop.		Hold	down	the	mouse	button	and	drag	the	
entry	to	the	Word	icon	on	the	Task	Bar	which	will	bring	the	Word	window	to	the	forefront.		Release	the	mouse	
button	at	the	spot	you	would	like	to	paste	the	citation.		You	can	drag	multiple	citations	to	create	a	full	
bibliography.		OR	

2. Right‐click	the	paper	to	be	cited	from	the	middle	column	of	Mendeley	Desktop,	Copy	Citation,	and	then	
switch	to	Microsoft	Word	and	right‐click	within	the	document	and	choose	Paste.		OR	

3. You	can	install	a	toolbar	for	Microsoft	Word,	which	you	can	find	in	the	Word	file	menu	by	going	to	the	
References	section.	Usage	of	the	toolbar	is	covered	in	Mendeley	102.	

IMPORTANT:		You	will	need	to	sign	into	Mendeley	Desktop	each	time	you	log	into	a	library	computer	with	your	
WUSTL	Key,	as	every	time	you	log	out	Mendeley’s	local	data	is	reset	to	maintain	privacy.	YOU	MUST	SYNC	before	
closing	Mendeley	Desktop.		Your	data	is	still	saved	on	Mendeley’s	servers	and	is	accessible	for	later	use.	Your	
computer	at	home	will	save	your	account	information,	so	you	will	not	need	to	sign	in	multiple	times.	

Help	and	Support	
After	you	have	launched	Mendeley	go	to	the	Help	>	Getting	Started	to	view	included	documentation. 	
Olin	Library	Support 	

 Contact	your	subject	librarian	http://www.library.wustl.edu/research/librariansalpha.html	
 Mendeley	Research	Guide:	http://libguides.wustl.edu/mendeley/	
 FAQ:	http://libanswers.wustl.edu/browse.php?tid=11780	
 Email	our	Citation	Management	Group:	wu‐libcite@wumail.wustl.edu	

Support	provided	by	Mendeley	

 http://www.mendeley.com/videos‐tutorials/	
 http://www.mendeley.com/getting‐started/	

	

How did we do? 
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