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1. Creating your library

Add PDFs to Mendeley

You can add PDFs to
Mendeley by clicking the Add
Document button on the far
left of the toolbar. Alternatively,
you can drag and drop PDFs
into the content  pane.
Mendeley will then attempt to -
detect the document details
(bibliographic data).

Any documents whose details
Mendeley is uncertain about
will be added to the Needs
Review collection for manual

Drag & drop PDFs here to
add them to your library.

S

verification. You may use

Mendeley’s Document details lookup (CrossRef, PubMed, and ArXiv) or Google Scholar
Search to complete missing document details. Additionally you can add other document
types to the library and also attach multiple files and file types to one entry.

Import/export EndNote™, BibTeX and RIS libraries

Switching from other reference management software such as EndNote™ to Mendeley is
simple. As EndNote™ uses their own proprietary file extension (.enl) you will need to export
your library as .xml file (the more open common standard) in order to migrate to Mendeley:

In EndNote™:
1. Select File == Export
2. Choose “XML” type and “RIS” as output style
3. Give your library a name and save it on your PC

Then in Mendeley:

1. Select File = Add Files

2. Choose the XML file that you have previously exported from EndNote™ and click on
“Open”

3. Your EndNote™ library will appear in Mendeley Desktop
To import BibTeX and RIS XML alongside PDFs choose:
File ==» Add Files
Likewise your data can easily be exported from Mendeley:

1. Select the documents you would like to export and go to File ==»Export or press
Ctrl + E or Cmd + E on MacOS.

2. You will then be given the option to save your files in the most common formats -
xml, .ris, and BibTeX files.



Document details lookup (CrossRef, PubMed, and ArXiv)

You can also lookup document details from

Tags & MNotes Document Details References

CrossRef, PubMed, and ArXiv. Just fill in the i =
document ID in the respective field and click the .

A taxonomy for selecting global supply chain

magnifying glass icon next to it to get the details strategies
for those documents. These fields are located in " Cstoshes s
the Document Details tab. Towl, Dents
Journal:  The International Journal of Logistics Management
Volume: 17
Issue: 2
Pages: 277-287
Year: 2008
URL: http:/fwww.emeraldinsight.com/10. 1108/0957403
06106899593

Visit www .emeraldinsight.com
DOI: 10.110&/095740506 10633993 <

Arxiv ID:

>

Google Scholar Search

You can lookup document details with Google Scholar in Mendeley:
1. Inputthe correct document title
2. Click search

Mendeley will try to complete the missing data from Google Scholar. (Note: The lookup
works only for imported PDF files and not for manually added entries.)

==& f=EEs

(q "n [’:0,

Tags & Notes Document Details Tags & Motes Document Details References

These details need reviewing. You can mark them as correct, or These details need reviewing. You can mark ct, or
search by tite on Google Scholar. search by title on Google Scholar.
[Detal\s are Correct] [Search by hﬁe] Details are Correct| |Search by hﬁ {'_)
- -
Type: [Jaumal Article > | — Type: [Jouma\ Article - I B
v 4
Title: Recurring harmonic walks and netv 1 Title: Recurring Harmonic Walks And Network Motifs
western music In Western Music
Authors: Authors:  Tizkouitz, §
Milo, #
Kashtan, &
Journal: Levitt, R
Lahav, 4
Volume:
(=i Journal: Advances in Complex Systems
Erre= Volume: E
Year: = Issue:
URL: Pages:
‘Year: 2006
TEE URL: http: ffscholar.google. com/scholar?q=intite:Rec
— urring+harmenic+walks +and-+network +motifs
’ +Hn+western-+Hmusic#0
PMID: Visit scholar.goodle. com
Keywords: Do | 4
ArXiv ID:
Files: Advances in Complex Systemsd, pdf
i PMID:
Keywords:
i | o L b =




One-click Web Importer

You can import references with a single click from the services listed below. To install the
Web Importer and to find out how to use it just select:

Tools ==» Install Web Importer...

& Mendeley Desktop

File Edit View Help

Invite Colleagues...
B - <)
Add Dl Install Web Importer... h e
Documents Docur
My Library Options...

=1 All Documents

+ Recently Added
Favourites

£ My Publications

ollection  Library

el All Documents

<

Sync

* @ [(E Authors

s ‘,F'; Mendele

e ACM Portal e Google BookSearch

e Amazon e Google Scholar

e APS ¢ |ACR ePrints

e APAPsycNET e |EEE Xplore

e arXiv e [ngentaConnect

o CiteseerX e ISl Web of Knowledge
e CiteULike e JSTOR

e Copac e NASAADS

e EBSCO e PL0S

... and growing.

Watch folders to automatically add PDFs

When you place a document in a
watched folder, it will be automatically
added to Mendeley so you can annotate,
cite, and browse its references instantly.
Adding files to Mendeley using watched
folders makes it easier to add multiple
papers in one go and keep them where
you want on your computer.

E"' Mendeley Desktop

Edit View Tools Help

t

Add Files...

Add Folder...

Watch Folder..

Add Entry Manually...

Rename Document Files...

Delete Documents
Export...
Synchronise Library

Quit

e PubMed
¢ RePEc
e ScienceDirect

e SpringerLink

o Wikipedia

e Wiley InterScience
e WorldCat

e Zetoc

Ctrl+0
Ctrl+Shift+ 0

Ctrl+E

Ctrl+Q

<

Remove Sync
Collection Library

- Recently Added

-

k ® [ Authors

= Report, Exte

Biertho, La

%
¥

House, Mic

W
I

Margariti, I

=
i



http://portal.acm.org/portal.cfm#_blank
http://www.amazon.co.uk/#_blank
http://prola.aps.org/
http://psycnet.apa.org/
http://arxiv.org/#_blank
http://citeseerx.ist.psu.edu/#_blank
http://www.citeulike.org/
http://copac.ac.uk/
http://web.ebscohost.com/ehost/#_blank
http://books.google.com/#_blank
http://scholar.google.com/#_blank
http://eprint.iacr.org/
http://ieeexplore.ieee.org/Xplore/guesthome.jsp#_blank
http://www.ingentaconnect.com/#_blank
http://www.isiknowledge.com/#_blank
http://www.jstor.org/#_blank
http://cdsads.u-strasbg.fr/#_blank
http://www.plos.org/#_blank
http://www.ncbi.nlm.nih.gov/pubmed/#_blank
http://ideas.repec.org/
http://www.sciencedirect.com/#_blank
http://www.springerlink.com/#_blank
http://www.wikipedia.org/
http://www3.interscience.wiley.com/#_blank
http://www.worldcat.org/#_blank
http://zetoc.mimas.ac.uk/

Synchronize PDFs with your Mendeley Web account

If you want to have access t0 [ wendele neskiop

your PDFS from anyWhere, File Edit View Tools Help
activate the file synchronization B . R ® ® = 2 @
Add Delete Remove from  Create Remove  Sync
Documents  Documents  Collection  Collection  Collection  Library

=) All Documents Hide Settings

Synchronization Options:

. . My Librar
feature. By enabling this s.’moofmm( 1 )
+' Recently Added
feature you are able to access Favorites

) Needs Review Synchronize attached files
your PDF files in vyour | My Publicstions
nsortes ~
Mendeley Web I|brary E-Business @ For your entire library
Enterprisel.0 ) For selected collections only
neu
1. Make sure that “All 2 Supply Chein Menagement & E-ust ] My Publcation:

Documents” in the My || shredcoliections
% Class of 09

Library” pane is selected 2 Bample
il -” NEWEEEEr

Supply Chain Management & E-Business

2. Select “Edit Settings”

3. Adjust the settings to your needs.

4. Synchronize your library

5. Login to your Mendeley Web account and see the result in your library

Note: Currently you may upload up to 500 MB of PDF files to your Mendeley Web library.

2. Managing your documents and references

Merge duplicate author names, tags, or publications

ﬂ Mendeley Desktop

File Edit View Tools Help In the filter by authors/tags/publications pane, click a name
B B O X you recognize has been duplicated or is incorrect, and drag &
add  peete meoeron ces=| O it ONto the correct one to rename it.

Documents Documents Collection Collection

My Library

=1 All Documents

&) Recently Added
- Favourites

£ My Publications E.g. if | have two documents tagged “psychiatry” and
Crat Colecion. “psiychiatry”, dragging the latter one onto the former will
Shared Collections rename the incorrect entry.

Create Collection...

Trash
'ﬁ All Deleted Documents
p -
ﬂ Confirmation =
Filter by My Tags -
Al i o
e, Rename all instances of "psiychiatry™ to
g H " - "
psychiatry B psth lﬂt"‘lf ?

[ Do not ask again

o ) [

1 of 31 documents selected 5




Documents can be marked read/unread

Keep track of your unread papers. When
you add documents to Mendeley, they
are marked unread using the small green

File Edit View Tools Help |

dot. If you open them within the My Lbrary
Mendeley PDF viewer they will be | Allbocument

marked read. Or simply click on the

green dot to toggle read/unread.

Favorites

You can mark your favorite
documents (or documents you keep
track of) with the star icon. Simply
click to star, and click again to un-
star. All favorite documents will
appear in the Favorites collection, so
you can refer back to them with one
click.

Search as you type

Smart search in documents highlights the search term as you type, so you can find what
you're looking for quickly. Just type into the search bar and watch Mendeley find matching
terms in the document.

(& Recently Added
5 Favorites

© Needs Review
2. My Publications

Create Collection...

Shared Collections
Create Collection...

/W /. z Pan, Bernice; Holland,
° ﬁ Cullen, Andrea J; Web:

= All Documents

% @ [ Authors

| . & Nikolopoulos, K Meta
-y poulos,

° ?_l Lo, W: Hong, T; Jeng,

File Edit View Tools Help

., R .
G i S — 3 ;
D : C g fopaide C s P
My Library 5l All Documents
= All Documents = r
(& Recently Added x| ® | ] . uthors T
¢ Favorites | o = Nikolopoulos, K; Metaxiot... A
@ Needs Review | o B W
2 My Publications 4 oM Lo, W Hong, T; Jeng, R A
17 in
Rt ° z_' Pan, Bernice; Holland, Ray A
= tl
Shared Collections
Create Collection... - e Iﬁ Cullen, Andrea J; Webster, ... ‘I

File Edit View Tools Help

Highlight

Text Mote  Text Left Right

Add  Select Copy Paste Rotate Rotate Zoom Zoom  Ful
In  Screen

N

ﬁ Algorithme for Molecul... [

E My Library

repeated

4 m

Tags & Notes | Document Details I References |

Abstract:

Enter the paper abstract here

Tags:

Enter your tags here

HNotes:

B B I U[E|=s

Page3 of 8




Annotate PDFs

You can add highlights and |5 vedes oerer

annotations to  documents in PR e b BHE

Mendeley's PDF viewer. Click on ||| ¢ & &k g @ © ¢ & &
Pan | Highlight Add Select Copy Paste Rotate Rotate Zoom Zoom Full

nghllght TeXt or Add NOte tO get Text Note  Text Left Right — Out In  Screen
started. In order to share these | [ ey |7 sirsfrdeal 0

annotations you will need to export a

PDF. You can export a PDF with eud
pseudo

1 i solves t
annotatlons.by op.enlng the PDF a.nd aaa aat att ttt tta salves |
then chposmg File - Export with aaa aat att ttt tta Detini
Annotations (please note that your In this 3
annotations won't appear in the PDF Figure | o pt
The alignment for (s, ). 4 I |

document unless you export them). partitior
common. For example, it is well-known that the N-termi-  Pseudor
Lets=a

nal non-globular region of Thermus thermophilus seryl-
tRNA synthetase (PDB:1SRY) [1,8] has weak 7-residue S 3k

< F— T (s/'s are

repeats. See Table = I'he similarity score between two con- inlstead

secutive patterns i g foutated uniog il > " xd persan
ou 1

the gap penalty is d- ctwee

BAP PENALY IS - e 12003 16:35:54 betweer

ually changes froi th  ands,,

It's now possible to highlight and add notes to

unit KEARLE. Th. 2 PDF document within Mendeleyl|

ne ¥) is the,

pairs of consecut ty ple, 0%
score between the s COStS l’l
. costs -
case, the algorithn ay N
- since fo
fail to find the mu .
matrice

Pseudo-periodic repe:
Li et al. [1] gave 1al
Chal]ge& Of pﬁne]'llb AllLl CHAnNges O patennn 1engus 1 lh(‘

Multiple level undo in document details

You can undo recent changes to your document details or annotations by clicking Undo in
the usual place. Select the following option in the drop down menu:

Edit ==»Undo

or Ctrl+Z (Cmd+Z for Mac)



Tag and edit multiple documents at once
When you want to tag or add details for more than one document in one go:

1. Select the documents you S8 o

want to edit at once by
pressing Ctrl + left clicking the (a )
documents you want to select

Edit Settings Tags &Motes Document Details References
2_ Not|ce the batch ed|t|ng ear  Published i Added Edits will affect all selected documents.
. . 005 Tue Jun 30
confirmation message 2000 Abstract

390  Distributed TueJun 30
Computing 2009

3. Input your data

Computing Tue Jun 30
2009

The data can be tags, notes, or 206 Seven  Tuelun30
. 2009
other document details such as the 5 Mendeley Toelun3o| | Mo

publication name. E.g. in the Gﬁop 2009 B 1 U(E

F’EﬁTj Tag 2; ...
Computer sdence; distributed computing|

example below the entered tags S
will be applied to all selected — %6 Nuceus Jue Jun 30
documents.

File Organizer

Mendeley's file organizer can automatically rename your PDFs and file them in a clear folder
structure, making it easier to find your files outside of Mendeley. You can find it here:

Tools ==» Options File ==»Organizer tab

or for Mac choose: Mendeley == Preferences == File Organizer tab

In the tab, select:

1. Organize my files: to make a E: Options Lo sl
copy of all documents added
to Mendeley to one folder

2. Sort files into subfolders: to
create a folder structure
based on selected document
details

3. Rename document files: to
rename the often non-

General | DocumentDetails | File Organizer | Watched Folders | Bibtex | Zotero/Citellke | Connection |

Organize my files

Copy fles to:  C:\Jsers\ser\Documents|Mendeley Desktop

Sort files into subfolders

Unused fields:

Year Title ‘

Drag bubbles down to add or up to remove.

Folder path:

Author Journal ‘

Example: C:\Jsers\User\Documents\Mendeley Desktop\Author\Journall

7] Rename document files

Unused fields:

Soumal ‘

descriptive names of your . ‘;h.,.dw:..m
PDFs to file names that are Example:  Author - Year - Title.pdf
more meaningful, including == —

the author, journal, year, and
title



3. Sharing and citing references

Public Collections (reading lists)

Public Collections allow you to publish a reading list of references. The Public Collection
behaves like a feed, so you can share a list of documents with subscribed users over the

web:

1. Create Collection and type the name

2. Edit Settings (next to collection name)

3. Tick Synchronize attached files if you want to synchronize your PDFs, so that
you can have access to these files privately on Mendeley Web (but they will not be made
publicly accessible)

4. Set collection as public so users can see the Public Collection on your profile on
Mendeley Web.

5. Add Documents to collection to publish them on Mendeley Web

6. Sync Library to make your collection visible on the web. Mendeley will then generate a
Web link for the Public Collection which you can share with others.

7. Other users can subscribe to a RSS feed of your Public Collection when

visiting the generated Web link. Additionally your Public Collection can be embedded on
other Web pages.

Note: If you have subscribed to someone else's public collection and make changes to it or
the document details you receive, the creator will not see your changes. In order to make
changes visible to all subscribers of the collection you will need to create a Shared
Collection, instead of a Public Collection.

h Mendeley Desktop
File Edit Wiew Tools Help

Add Delete Remove from  Create Remove  Sync

A0

Documents  Documents Collection Collection Collection Library @

My Library » 2 Supply Chain Management & E-Business Hide Settings

=1 All Documents

+ Recently Added Synchronization Options:

Fawvorites

€ Meeds Review (3 Synchronize attached files
£ My Publications I

[=]
iy
m
s
7
-
]
T
]
f

r

i

C

Unsorted
E-Business
Enterprise2 0
new

) Supply Chain Management & E-Busi... Collection Access:

Create Collection...

Private - Only visible to me

Shared Collections ‘ 4) @ |3 Public - Visible to everyone (attached files will not be made publ
& Class of 09 Web Link:  http:/fwww.mendeley.com/collections 115812 /Supply-Cha
14
& Example Description:

3 New paper Supply Chain Management & E-Business

2 Proiect Sunset




Shared Collections

Shared Collections contain documents which you can share with up to ten participants. This
is a convenient way of tagging documents collaboratively and creating a shared literature
collection between research colleagues. All documents in a Shared Collection are only
visible to its members.

1. Create Collection and type the name
2. Edit Settings (next to collection name)

3. Adjust Synchronization Options if you want other members to have access to any
attached PDFs or if you want to download PDFs uploaded by other members of the
Shared Collection

4. Invite Members to the shared collection from your contacts list
5. Add Documents to the collection to share with members

6. Sync Library to apply the changes

ﬂ Mendeley Desktop
File Edit View Tools Help

B @¢ W w2
Add lete Remove from  Create Remove  Sync @

Documents  Documents Collection Collection Collection Library

My Library - Z New paper Hide Settings

=1 All Documents
) Recently Added

Synchronization Options:

1. Favorites

) Needs Review 3 Upload attached files to shared collection

1| My Publications Download attached files from shared collection
Jnsorted Sync PDFs (and other attached files) with your Mendeley Web account
E-Business =yNc FLUFS {and other attached nies) with your Mendeley Ve account
Enterprise2. =

neu

2 Supply Chain Management & E-Busi..
Create Collection... ~ Members

4 D Invite and Remove Members
Shared Collections

2 Class of 09 5 - B .
2 Example * @ [ Authors Title Year  Published:

2 New paper

s = AGGARWA... Using risk-ranagement 2007 Internatior

2 Project Sunset — tools on B2Bs: An explor.., Journal ...
Create Collection... o = Bery D;N. Quantifying the relative. 1996  Internatior

10



Word and OpenOffice plug-in

Once you have your documents in Mendeley, you can cite and reference them within Word
and OpenOffice with ease. The Mendeley Word & OpenOffice plug-ins integrates Mendeley
into these word processors. Once installed you will have tool bar buttons that will allow you to
cite a document, generate a bibliography, or manually edit any entry, saving you time and
effort when you write.

Currently the Word plug-in is only available for Windows. Mac support is coming soon.

When you are creating a paper and you want to cite a document from your Mendeley Library:

EE"..I\ H “ - v Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins

Mendeley = | ||“, Insert Citation | C Insert Bibliography 43 Refresh |American Politi ~ | Others

Menu Commands Custom Toolbars

l-1-|-1-l-E-|-1-l-2-I-E-|-4-|-E-|-5-|-.-‘--|-5-l-5--|-1:--|-11-|-12-|-1E-

Thistext needs a quotation.

1. Click Insert Citation in the Mendeley tool bar within Word

2. Select the document in Mendeley Desktop, and click Send Citation to Word. You can
also cite multiple documents. Just hold the Ctrl key (or the Cmd key on Mac) and left click
the documents you want to cite.

3. Select the citation style in the drop down menu in your word processor

m Mendeley Desktop
Eile Edit View TJools Help

B2 B ®w = ® 2  © X

Add Delete Remove from  Create Remove  Sync Send Citation | Cancel
Documents Documents Collection Collection Collection Library to Word Citation
My Library o E-Business

=1 All Documents
L Recently Added

Favorites . Cao, Ning; Zhan... How are supply chains coordinated?: 2003
© Meeds Review = An empirical observation in textile-a...

£ My Publications - Cho, Jay Joong-... | Logistics capability, logistics 2008
Unsorted = cutsourcing and firm perfermance i...

F.Bucinacc

* 8 [ Authors! Title Year

m

11



This will now send the citation to Word:

fﬁq\ H ) - ] Documentl - Microseft Word
2
—/ Home Insert Page Layout References Mailings Review View Add-Ins

Mendeley = %, Insert Citation [[]Insert Bibliography & Refresh American Psych = Others

Menu Commands Custom Toolbars

R AR T I DR R R R R AR DA R IR s S R LR =L

)

This text needs a quotation.(Cho, Qzment, & Sink, 2008)

You can now generate a bibliography by clicking “Insert Bibliography”:

,EE_SU\ H -5 = Documentl - Microsoft Word
)
—/ Home Insert Page Layout References Mailings Review View Add-Ins

Mendeley ~ |, Insert Citation | Insert Bibliography | ‘& Refresh |American Psych + | Others

Menu Commands Custom Toolbars

I'Z'I'l'l'g'I'1'I-2'I'E'I'4'I'E'I'5-I'.-"'I'5'!'5'!'13'!'11'!'12'!'12'!'14'!'15

~
- Thistext needs a quotation.(Cho, Ozment, & Sink, 2008)

f:" Bibliography

s Cho,l. )., Ozment, 1., & Sink, H. (2008). Logistics capability, logistics outsourcing and firm

- performancein an e-commerce market. intemational Journal of Physical Distribution &
- Logistics Manogement, 38 (5), 336-359. doi: 10.1108,/096000308 10882825,

Cite in Google documents (and other editors)

You can also add citations in other text editors, such as Google Docs. Just select the paper
you want to cite in Mendeley Desktop and click:
Edit==» Copy Citation

Then Paste it into the document you are composing. Alternatively, you can drag & drop the
paper from the Mendeley Desktop window to the document, and a reference in the current
selected citation style will be added there.

12



Cite using BibTeX

You can also cite and create
bibliographies in LaTeX documents.
Mendeley Desktop creates a
BibTeX file for your entire library,
for each collection or per document.
The BibTeX file(s) are updated
each time you make a change to
your personal library in Mendeley
Desktop.

The citation keys are automatically
generated in the format
[AuthorYear]. You may edit citation
keys manually by enabling the
“Citation Key” field under Options

'2.; Optiens Tl@
General | Document Detals | File Organzer | Watched Folders | Bbtex | Zotero/Citellke | Cormection
Bibtex Expart Preferences
| Escape Latex spedial characters () % etc.}
Bhbtex Syndng
Bibtex syneing kesps one or several Bibtex files up 1o date with the documents in your library.
| Enable Bibtex synang
@ Create one Sibvtex file for my whole ibrary
Create one Bibtex file per collection
Create one Bibtex file per document

Path: | C:/Users User Documents | erowse...

Citation Keys

Citation keys for documents are automatically generated in the format [Author'fear]. To edit dtation keys manualy, enable the
‘Citation Key' field on the Document Details tab

0K, Cancel

(Document Details tab). Then you can edit citation keys under the Document Details tab in

your library.

You may enable BibTeX support here:

Tools==» Options == Bibtex Tab

4. Support

If you would like to request a feature or
report a bug in Mendeley, please visit

http://feedback.mendeley.com

or send an e-mail to

support@mendeley.com
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