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Phase 1

Planning research

Phase 2

Collecting 
information & data

Phase 3

Processing and 
analysing 

information & data

Phase 4

Publishing and 
sharing 

information & data 

Phase 5

Preserving 
information & data

Phase 6

Reusing  
information & data

Research lifecycle – short overview

Pay attention to correctly credit authors with 

primacy for novel ideas and findings 
(San Francisco Declaration on Research Assessment)

Scientific quality, value, and transparency are best 

served when the research is based on a systematic and 

thorough documentation process.

Conceptualization – Knowledge transfer

Information & Documentation process –

leads to the creation of an important support 

for scholarly research and dissemination of 

results

Working with a large number of 

documents that are considered as citable 

information/data sources, it is necessary to 

manage a lot of references.

Therefore, to collect, manage, cite and 

share references effectively, the researcher 

needs a powerful tool to work with along 

with information management and 

referencing skills. 

The Higher 

Education  

landscape
trends and 

challenges

Technological 

evolution

Digitization of 

academic research

Exponential growth of 

social networks

Internationalization



21st century skills 
Academic skills

Study skills

Independent learning

Reading and note-taking

Critical thinking

Time Management

Research skills

Goal setting

Information & Data collection, 
organizing, analysis and 

interpretation

Academic writing

Referencing

Project management

Teamwork 

Communication

Good Academic 
Practice

Experience of qualitative 
research

Experience of quantitative 
research

Numeracy skills

Academic writing

Information 
management& 

Digital skills

Finding information

Evaluating information

Explore methods&techniques
for effectively managing the 

documents and the references

Source  https://nus.edu.sg/nuslibraries/researcher-unbound/our-framework Source https://www.mdpi.com/2071-1050/14/23/160801-1050/14/23/16080



Information gathering and documentation process

Defining the research topic. What you 
need to read? Planning

Searching for scholarly sources – journal articles, 
books, conference papers, reports, websites, 
reference works

Reading and evaluating

Selection of potentially quotable text 
fragments for citing in your paper

Creating the bibliography

Serendipitous 

discovery must 

not be forgotten!



Information& Reference management

• How do you keep track of what you have read and not read?

• How do you take notes?

• Where do you save your full-text files and how do you name them?

• Do you access your files on multiple devices? How do you do this?

• Do you share your files with peers? If the answer is yes, how do you manage this?

• How do you stay up to date with new research being published in your field?

• What citation style do you use?

• How do you monitor/watch and organize the references you use?

• How do you incorporate in-text citations and bibliographies into your writing?

“Reference management is a process that starts whenever you do any kind of reading, research, or exploration of a topic. You 

need to keep track of what you need to read, what you might read, and what you have already read. This helps you to keep on 

track of your reading and also means you have the right information ready for when you need to cite material in your work or 

create a bibliography of what you'd read.”  

Source https://subjectguides.york.ac.uk/reference-management



Information & Reference management

What if you do not keep track of what you are reading?

You want to quote an innovative idea from a scientific article, but can't find the article anymore.

You no longer know the URL of a web page of interest, so you spend a lot of time trying to find 
it again.

You try to find a particular text that caught your attention, but instead you find another document 
with a similar title.

You are not sure that you have followed exactly the same citation style guidelines for all 
references in your paper.

You spend days building the bibliography and another few days reconfiguring and revising it 
after adding new references.

What happens? 

You run the risk of feeling overwhelmed, wasting time and effort, and ending up with a 
paper that lacks accuracy and consistency in terms of citation and bibliography.



Referencing
Referencing is an integral part of academic writing.

Referencing means creating a list of the sources you have cited.

Citing means noting in the text where you quote, paraphrase or use an 

idea from someone else.

Different disciplines use different styles of citation. While there are thousands of different citation 

styles, all citations, regardless of style, will have the same basic information about the source 

necessary for the reader to track it down. APA, Chicago, MLA, Harvard …

Source: https://foreducators.medium.com/referencing-in-your-writing-2d17ec5d9ac8

Manual referencing versus Automated referencing
takes time saves time, ease-of-use

can lead to errors error-free/accuracy in citing references

complex task                      certainty of using the same citation style throughout the 

paper

Benefits of referencing

Strengthening the
academic 

argument / adding 
credibility

Avoiding
plagiarism

Showing the reader the 
source of the 
information

Allowing the 
reader to verify 

your data

Allowing the reader 
to consult your 

sources 
independently



Referencing tools

Referencing tools

Reference  Manangement 
Software 

Bibliographic software 

Citation management 
software

Personal bibliographic file 
manager

Citation tools

Citation management tools

“I think it is one of the 
more challenging aspects 
of research because you 

have to manage an 
extraordinary amount of 
data … it’s one of those 

skills that we as 
researchers don’t imagine 
that we need to develop 
but we do. Because you 

have to be extraordinarily 
systematic and organised
in order to keep on top of 

managing your 
references.”

Researcher

Source: 

https://www.tandfonline.com/doi/pdf/10.1080/00

048623.2015.1104790

Source: https://slideplayer.com/slide/14183375/ 



Awareness / Use 
of Reference Management Tools among the Research Scholars

Author (Year) / URL University Types of survey respondents Findings

Wu and Chen (2012)
doi:10.1108/00012531211281779 

National Taiwan University Graduate students pursuing degrees in a 

wide variety of academic subjects

66% of respondents had used citation management software

Francese (2013) 
doi: 10.4403/jlis.it-8679

University of Torino  Academic library patrons 92% of the participants were aware of RMS, while nearly a 

quarter (24%) did not use it in any form.

Emanuel (2013)
doi :10.1108/RSR-02-2013-0007

University of Illinois at 

Urbana 

Graduate students and members of faculty A large percentage (85%) of this mixed category perceived 

citation management software as “essential or very important to 

their research”.

Melles and Unsworth (2015)
doi:10.1080/00048623.2015.1104790 

Monash University, Australia Humanities and Social Science postgraduate 

students and academics

71.4 % of students had utilized citation management software

Lonergan (2017)
doi: 10.1108/RSR-06-2017-0024

Pennsylvania’s Dickinson 

College 

Faculty members a majority (57%) of the study participants had previously used 

citation management tools

Pathak and Johnson (2018)
doi: 10.21173/newlibs/5/12 

Community colleges in New 

York City

Community college students low use and awareness of citation management tools among 

overwhelming majority of surveyed community college students

Adeyemi (2020)
doi: 10.15408/insaniyat.v4i2.14003

University of Ilorin Nigeria Faculty members (81.6%) of the respondents were aware of EndNotes to a great 

extent  (84.7%) of the respondents were aware of Mendeley to a 

great extent

Nitsos and Malliari (2021) 
doi: 10.1177/0961000621996413

Aristotle University of 

Thessaloniki, Greece

Postgraduate students the majority (almost two-thirds) of the respondents identified 

themselves as non-users and one-third identified themselves as 

reference management software users.

Singh (2021)
https://digitalcommons.unl.edu/cgi/viewcont

ent.cgi?article=10307&context=libphilprac

Babasaheb Bhimrao 

Ambedkar University and 

Mahatma Gandhi Central 

University, India

Research scholars of the Department of 
Library and Information science

97% of respondents are aware of the reference management 

software and Zotero is the most popular RMS 

Cortez (2022) 
https://scholarworks.utep.edu/open_etd/3483 

University of Texas at El 

Paso 

Students student awareness, knowledge, and confidence in using RMS is 

low to average



Awareness / Use of Reference Management Tools among the Research Scholars
Which Reference Management tool is best for me?

What are the criteria of choosing a Reference Management tool or another? 

Deciding factors for choice of RMS

It is easy to use

Integrates with Word

My supervisor recommended it

A friend recommended it
https://www.tandfonline.com/doi/full/10.1080/00048623.2015.1104790

Key factors to select the right reference management software

Ease of use/Usability

Compatibility (OS, browsers, text processors)

Costs and license model

Features

Max. nr. of references

Max. online storage space

Completion of metadata (automatic completion from pdfs, Input of DOI, PubMed-ID or arXiv ID)

Annotations and highlighting

Citation styles (number of citation styles, editable citation styles)

Automatic generation of bibliographies

Integration with text processors (cite as you write)

Import/Export formats

Sharing

Collaboration
https://small.shanghaitech.edu.cn/wp-content/uploads/2017/12/Reference-Management-Software-Comparison-6th.pdf



Academic library – Role in providing information and support on 
reference management 

• Suggesting and promoting the use of RMS tools

• Giving support and training  on RMS tools

• Giving support on citation styles

• Granting licensing for commercial RMS tools

• Creation of instructional materials/library guides, tutorials, and organising workshops 

• Acknowledging students’ existing practices and discussing options offered by RMS

• Presenting RMS not only “as a complete package but as a set of possible features or tools
that researchers could draw on as required to meet changing needs”

Diminished role Active role

“the library is seen as a reliable institute, but the support and 

assistance on RMS tools are subjected more to the 

willingness of the individual scholar than to the ability or 

commitment of the library staff itself”. 

Source: Francese, E. (2011). The Usage of Reference Management Software (RMS) 

in an academic environment : a survey at Tallinn University

http://eprints.rclis.org/16975/1/ininfo-francese-RMS_survey-preprint-elis.pdf

“in many institutions the library has come to be seen as the 
main center of expertise in matters related to personal 
bibliographic software”
“the library can be the link between the world of 
technological information solutions – such as RMS – and 
researchers' needs.” 
Source: Osmani, M. (2016). Reference Management Software (RMS) in an Academic 

Environment: a Survey at a Research University in Malaysia



Best Reference Management Software
Mendeley

EndNote, Mendeley and Zotero are the most popular reference management tools used by many researchers 
and students.



Most popular Reference Management tools within CIVICA alliance

• RefWorksBocconi

• EndNote ZOTERO    MendeleyCEU

• EndNote  ZOTEROEUI

• Citavi Mendeley RefWorksHertie

• EndNote ZOTERO     MendeleyIE University

• EndNote ZOTERO    MendeleyLSE

• ZOTEROSciencesPo

• ZOTERO    MendeleySNSPA

• RefWorksSSE

SGH Warsaw School of Economics



Bocconi – Library workshops on Bibliographic citation and RefWorks  



CEU Library Training & Orientation
Research skills training on the use of scholarly resources and RMS



SciencesPo - online trainig sessions



Benefits of using a reference management application

Benefit Short Description

Organizing and storing references Reference management applications allow you to easily organize, store, and search for your references. You 

can create folders and tags to categorize your references and quickly find what you need.

Inserting citations/selecting citation 

style

Reference management applications integrate with word processors like Microsoft Word, making it easy to 

insert citations while writing into your document.

Generating bibliographies Reference management applications can automatically generate bibliographies in a variety of citation styles, 

saving you time and ensuring accuracy.

Collaborating with others Some reference management applications allow you to share your library with colleagues and collaborate on 

projects

Simplifying the research process Reference management applications can help streamline the research process by allowing you to easily save 

and organize references as you come across them.

Overall, using a reference management application can help you more efficiently and effectively manage your 

research, saving you time and effort.



Limitations of Reference Management Software

1. Cannot advise you where to place the citations in your paper.

2. Cannot remind you to cite sources if you have forgotten to do so.

3. Cannot correct the errors, complete or add the missing data in a bibliographic reference which was imported from a 

database or a catalogue. The errors must be corrected, the incomplete information (e.g. the author's name may be misspelt 

or the publication date missing) has to be completed by the researcher. 

Otherwise, the GIGO principle “Garbage In - Garbage Out" is in effect, and the mistakes will be repeated in any citations or 

bibliographies that the software generates.

Important tip! “It is therefore important to review bibliographic records carefully to ensure that they are accurate. The good 

news is that it is easy to edit records within the reference manager and the corrections only need to be made once.” 

4. Some applications may have technical limitations.

5. Reference managers, like any other piece of software, can go wrong (software bugs or crashes).

Source: https://libguides.bodleian.ox.ac.uk/reference-management



Digital skills
that may be required to effectively use a reference management app

Digital Skill Description

Basic computer literacy Familiarity with basic computer operations.

Online research skills
The ability to use advanced search techniques in order to find, evaluate, and organize information 

from online sources.

Online reading of academic 

articles

The ability to navigate online texts (scanning, skimming, close reading), select and focus on the most 

relevant sections and to know where to look to check the validity of findings.

Word processing skills
Familiarity with a word processing program, such as Microsoft Word, for creating and editing 

documents.

PDF management skills The ability to create, edit, and organize PDF files.

Citation skills Knowledge of different citation styles and the ability to properly cite sources in a document.

Bibliographic metadata entry 

skills
The ability to accurately enter information into a database or spreadsheet.

Information organization skills The ability to effectively organize and categorize information, such as by using tags or folders.

Collaboration and teamwork skills
The ability to work effectively with others, including sharing and editing documents and 

communicating effectively through email or chat.

Problem-solving and 

troubleshooting skills

The ability to identify and resolve problems that may arise when using the app or working with 

others.



Reference Management Software
Timeline

www.free-powerpoint-templates-design.com

2001 2006 2008 2018 20201989

EndNote

Commercial package

Written by Richard Niles

2000 - acquired by Thomson 

Reuters Corporation

2016 – acquired by Clarivate 

Analytics 

Refworks

Commercial package
RefWorks LLC was founded in 2001 as a 

partnership between Earl B. Beutler (development 

and customer service) and Cambridge Scientific 

Abstracts

Exlibris/Proquest acquired it in 2009 

2021 - Proquest is part of Clarivate 

Zotero

Free, open-source package (Github)

Created at the Roy Rosenzweig Center 

for History and New Media at George 

Mason University

Mendeley

Proprietary package

Mendeley company was founded in 2007 by 3

German PhD students Paul Foeckler, Victor 

Henning, and Jan Reichelt.

In 2012, Mendeley was one of the repositories for green 

Open Access recommended by Peter Suber.
Elsevier purchased Mendeley in 2013.

Papers

Commercial package

Developed by 

ReadCube

Mendeley Reference Manager

is the new application that replaced 

Mendeley Desktop in 2020.

Starting with  September 2022, users are no 

longer able to download and install 

Mendeley Desktop, but existing users of 

Mendeley Desktop can continue to use the 

program.

http://www.free-powerpoint-templates-design.com/


Mendeley Reference Manager
History

The Mendeley company was named after the biologist Gregor Mendel and chemist Dmitri Mendeleyev.

Original authors – 3 German PhD students  Paul Foeckler,  Victor Henning, Jan Reichelt

Dmitri Ivanovish Mendeleyev 
Gregor Mendel

Vlad the Impaler, Romanian prince of Walachia (1448; 1456–1462; 

1476) whose cruel methods of punishing the thieves and the enemies 

gained notoriety in 15th-century Europe.

The first name of the app

“We imagined how our software would sink its teeth into literature and 

automatically (supernaturally?) suck the metadata out of it.”  Victor Henning



Mendeley Reference Manager
What is it? 

A reference management software helping you to 

manage your references quickly and effectively.

A structured research paper database that can be

read, annotated, cited, and shared with others.

A cross-platform application with full support for:

• Windows (version 7 and

above)/MacOS/Linux   for the Mendeley 

Desktop app 

• all major browsers for the Web-based app

A tool available as a Web-based application and 

as a Desktop application
The Web version and the desktop application are identical in look 

and functionality with automatic synchronization between the two 

platforms, the latest changes being always backed up in the cloud, so 

the researcher’s library is available offline and work can be done 

anywhere and anytime. 

It is free provided by Elsevier.

The free version of Mendeley offers 2 GB web storage and a limit of 25 

users for private, invite-only groups to work with.

For additional storage or for increasing the group membership, there are 

Mendeley plans that can be purchased.



Mendeley Reference Manager
What does it for you?

www.free-powerpoint-templates-design.com

It helps you to ease the

research workflow.

It allows you to build your own / 

personal cloud-based library of 

references. 

It helps you to accelerate 

the research workflow so 

you can focus on 

achieving your research 

goals.

It helps you to be better 

organized as researcher 

It allows you to collect, 
store, organize, search,  

read, annotate, cite, 
automatically generate 
bibliography, and share 

information.

Collect Organize
Read & 

annotate
Cite Share

http://www.free-powerpoint-templates-design.com/


Mendeley Reference Manager Suite

. 

. 

Desktop 

version

Web 

version

Mendeley 

Cite

Mendeley 

Web 

Importer

Mendeley 

Account

automatic synchronization between the two platforms   

It requires an additional account, a Microsoft one.

Web Importer is currently supported for 

Chrome and Firefox.



Mendeley Reference Manager 
Installation 

www.free-powerpoint-templates-design.com

Start

working

Mendeley 

account

Mendeley 
Web 

Importer
Download & 

Install 

Desktop 
app

The Mendeley icon will be inserted in the browser toolbar. 

Either in the Web platform or in the 

Desktop app, the work to build the 

personal library in Mendeley 

Reference Manager can be  started. 

Windows 7 (or later), macOS, Linux (64 bit).

The Mendeley icon will be inserted on the desktop.

Mendeley

Cite Free add-in installed to a text editor. The Mendeley icon will be

inserted in the Word toolbar, on the References tab. Mendeley Cite is

compatible with Microsoft Office 365, Microsoft Word versions 2016 and

above, Microsoft Word app for iPad®

http://www.free-powerpoint-templates-design.com/


Mendeley Reference Manager
Start working

If you prefer to use the Web version
- Access the Mendeley webpage
- Sign-in your account
- Access the Library or the Search option 

If you want to work offline
- access the Mendeley desktop application, by 

activating the Mendeley icon on the desktop 
- Sign-in your account



Mendeley Reference Manager
Mendeley library interface

• Streamlined and intuitive

• Modern and visually appealing interface

• User-friendly

• Easy to find the needed functions

• Configured in 3 panels

• Whichever version is chosen (Web or desktop), the interface is almost the same, except for an additional menu in the desktop version

Left-hand panel

• Options for organizing 
the library in different 
folders

Central panel

• Library table (either all 
references or the ones 
in the selected 
folder/collection)

Right-hand panel

• Info panel which 
becomes visible, when a 
reference is selected

Web version

Desktop version



Mendeley Reference Manager
Mendeley Library interface – left pane

Left-hand panel

Options for organizing the library

+ Add new button

All References folder

Recently Added folder

Recently Read folder

Favorites folder

My Publications

Collections - a way to quickly filter the 

view of the library.

Groups – you can create or adhere to a 

work/research group (up to 5 private 

groups with a maximum of 25 members)



Mendeley Reference Manager 
Mendeley Library – Central pane

Central panel

Library table

• Displays all the references in the 

library or in the selected 

folder/collection

• Filter the references by either author 

or tag

• Search the library

• Organize the selected references by 

using the Action panel

Important tip! Use the Action panel to :

• Organize - Add references to collection or 

group/remove 

• Mark as Favorite/Unfavorite

• Export – various formats

• Delete references



Mendeley Reference Manager 
Mendeley Library - Info panel

Right-hand panel

Info panel

•It becomes visible, when a reference is 
selected

•Displays Info-full details and metadata for 
the selected reference, including PDF (if 
attached) that can be read, abstract, and 
tag(s) that can be added by the researcher.

•The Notebook tab, for writing notes or 
copy highlighted text, as quotes, from 
different PDFs

•The Annotations tab, for seeing all sticky 
notes (annotations) added to the selected 
PDF

Important tip!
The reference will be anonymously 

added to the Mendeley Web Catalogue

if box is checked..



Mendeley Reference Manager 
Building the Mendeley library

Always sign in your Mendeley account

www.free-powerpoint-templates-design.com

Adding files 

from 

computer / 

Add entry  

manually

Import 

library
Adding 

references from 

another 

reference 

management 

package

Adding 

references 

from the 

Mendeley 

Web Catalog

Add automatically 

references using 

Mendeley Web 

Importer 

extension

Exporting 

references 

from online 

resources / 

Importing into 

Mendeley

http://www.free-powerpoint-templates-design.com/


Mendeley Reference Manager
Building the Mendeley library 

Adding files from computer
Drag and  drop a pdf file or a folder into the middle pane. 

Mendeley Reference Manager will extract the metadata and upload the PDF file to the library.

Adding files 

from 

computer 



Mendeley Reference Manager
Building the Mendeley library 

Entry data
Identifiers

Reference type 

Journal article

Newspaper article

Book

Book section

Computer Program

Conference Proceedings

Encyclopedia Article

Film

Hearing

Patent

Report

Television broadcast

Thesis

Web page

Title

Authors

Journal

Year, Pages, Volume, Issue, Month, Day

Important Tip! Use Identifiers to 

quickly extract bibliographic 

metadata from authorized sources!

You can use a DOI, PMID or ArXiv

ID to look up the details of a 

reference. 

The system will look up the item in 

the Mendeley Catalog and return 

the details provided by other 

Mendeley users. 

If the reference is completely new 

to Mendeley, the details will be 

retrieved directly from the 

appropriate identification service 

(e.g. CrossRef and PubMed).

Important tip! For each reference type, the system opens a custom data entry   

sheet with metadata specific to the selected reference type.

Add entry  

manually

Add entry manually
If you do not have the pdf file, but you want to generate a reference,

you are responsible for adding the metadata for the item. such as Identifiers, 

Reference type, Title, Authors, Publisher, etc. 



Mendeley Reference Manager
Building the Mendeley library

Import references in Mendeley Reference Manager from another reference management package

(EndNote, Zotero or BibTeX) in either BibTeX, EndNote XML or RIS format.



Mendeley Reference Manager 
Building the Mendeley library 

Importing references and PDFs from Proquest

The Web Importer, activated by clicking on the 

Mendeley icon, will scan the current browser 

window for references and PDFs for freely 

available articles  and present a panel with its 

results, from which references of interest can be 

selected for uploading to the Mendeley library.

Important Tip!
Every time you import a new reference to the 

Mendeley Library, it is very important to check 

the References to make sure all citation data is 

correct and complete!

This will ensure less work for you when it's time 

to generate the Bibliography!

Edit reference

Important tip!
It is possible to edit the 

reference, to correct and 

complete it, if necessary.

Important Tip!
Once reference&pdf have been 

added to the reference manager, 

Mendeley Web Importer will 

notify us:

View PDF in library



Mendeley Reference Manager 
Building the library

Importing references and PDFs from Google Scholar

Important tip!

The reference can be added 

either in the main library, or in 

one of the predefined collections 

or group.



Mendeley Reference Manager
Building the Mendeley library 

Importing references and PDFs from ScienceDirect



Mendeley Reference Manager
Building the Mendeley library 

Import references from Taylor & Frances

Important tip!
You can add the

Unpaywall extension to

your browser!

When you browse to a

paywalled paper,

Unpaywall checks to see

if there's a free – OA

copy in its open database

(over 46 mil. scholarly

articles).

If there is, you'll see a

green tab on your screen,

so you can read the

content!



Mendeley Reference Manager
Building the Mendeley library 

Import references from Mendeley Data Repository

Mendeley Data

is a free and secure 

cloud-based repository 

where you can store 

your data, ensuring it is 

easy to share, access 

and cite, wherever you 

are.



Mendeley Reference Manager
Building the Mendeley library

The Export feature creates a file (usually a RIS file) which has to be exported and saved 

on the personal computer. The saved file must be imported into Mendeley, via 

the +Add new button, and the reference will be extracted and uploaded into the 

library. The  associated pdf file can also be downloaded on the PC and imported from 

the computer into Mendeley.



Mendeley Reference Manager
Building the library – Mendeley Web Catalog

The Mendeley Web Catalog is a crowd-sourced catalog, collection of all the references (over 300 million 

research papers) added to personal libraries by Mendeley users.

The Mendeley Web Importer has to be activated.



Mendeley Reference Manager
Building the library – Mendeley Web Catalog



Mendeley Reference Manager 
Organising the Mendeley library

Smart collections

Mendeley automatically 
arranges your references into 

smart collections

Custom 
collections and 
subcollectios

a filtered view of the library
References are organized into Collections.



Mendeley Reference Manager
Searching the Mendeley library

Search

To search your entire library, make sure All References is selected in the left hand menu. If 

you want to search only those references in a particular collection, select that collection, 

either a smart collection or a custom collection/subcollection.

Filters

If you want to find all references with a particular author or tag, this can be done by 

clicking on the down-pointing filter arrow icon in the top, right corner (three horizontal 

lines, of decreasing length). Select either Authors or Tags via the two tabs; this will return 

just the references with the selected author or tag. You can filter further by adding 

additional author names or tags. 



Mendeley Reference Manager
Reading and Annotating PDFs

Viewing/Reading a PDF file

The PDF file of a selected reference can be open in the PDF viewer.

Once the PDF file is open in the PDF viewer, text can be read and 

annotated.



Mendeley Reference Manager
Reading and Annotating PDFs

• Select the text that you want to highlight 
and add a sticky note

Text select 
tool 

• Highlight the selected text and sticky note
Highlight 

tool 

• A sticky note can be added. Sticky notes 
within the document are represented by 
icons. The comments in the sticky notes 
are available in the Annotations tab.

Sticky 
Note tool 

Colour 

selection

tool



Mendeley Reference Manager
Reading and Annotating PDFs

Important tips!
The Annotations are available 

only for the selected 

reference.

You can easily navigate from 

an annotation to the 

corresponding pdf, by clicking 

on the comment’s label. 



Mendeley Reference Manager
Reading and Annotating PDFs

Adding quotes to Notebook

Important tip! The highlighted text can be added, as a quote for further use, to Notebook, in one of the existing pages 

or in a new created page.

Important tip! Click the 

Library button whenever you 

want to go back to the library.



Mendeley Reference Manager
Managing PDFs

Notebook

Important tips!

• Notebook allows you to collect highlights across multiple PDFs, and keep 

them all in one place.

• It retains links back to the source PDF.

• Notebook must be organized as separate pages to gather together notes or 

annotations. You  can create as many pages as you want.

• Notebook pages aren't tied to a specific reference, and you can add highlights 

from any reference on a single page.



Mendeley Reference Manager
Creating citations and bibliographies in MS Word

Mendeley Cite
Mendeley Cite is a free add-in for Microsoft Word (version 2016 and above) which allows the researcher:

✓ to cite as he writes meaning easily insert bibliographic references from the Mendeley library into the Word document;

✓ to generate, without leaving the Word document, a bibliography based on the references entered in the document; the references are ordered alphabetically;

✓ to  change the citation style even after finishing adding all the citations and creating the bibliography

Important tip! The default citation style is APA 7th edition. The Mendeley application includes in the base package a default list containing the most popular citation 

styles. The list can be expanded by adding other citation styles; a custom citation style can be uploaded

Important tip! Whenever a citation will be added, deleted or modified (including when the citation style is changed), the bibliography will be automatically updated.

Important tip! Mendeley Reference Manager is not suitable for citations in footnotes-ISO 690.

The Mendeley Cite icon is available on the Word toolbar, under the 

References tab.
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Sharing references - Groups

Groups Description

Number of private groups/free Mendeley account 5

Number of groups any Mendeley user may join No limit

Number of collaborators / group 25

Method of joining a group Via email invitation sent 

by the account owner
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Summary

Mendeley, as other reference management tools, can help the researcher to  organize and store the research materials, 
generate citations and bibliographies, and collaborate with other researchers. Using Mendeley Reference Management 
software offers several advantages.

Advantage Short description

It saves time Mendeley can automatically generate citations and bibliographies in a variety of styles, saving you the time and 

effort of doing it manually.

It promotes accuracy and consistency 

throughout the research work

Mendeley can help ensure that your citations are accurate and consistent, reducing the risk of errors.

It increases productivity By organizing and storing your research materials in a personal library, Mendeley can help you work more 

efficiently and effectively.

It facilitates collaboration Mendeley includes tools for collaborating with other researchers, such as the ability to share and annotate 

documents.

It is easy to use Mendeley has a user-friendly interface and offers helpful tutorials to help you get started. 

It offers cloud synchronization Your research materials and annotations are stored in the cloud, so you can access them from anywhere and 

anytime.

Free version available A basic version of Mendeley is available for free. 
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Conclusions/Researchers’ opinions

“This is an obligatory tool to every researcher. What I like most about Mendeley is the web 

browser extension (so you can easily add a reference and the paper pdf to your library), and 

the online integration (you can access your library wherever you are). Also, the online 

community and the option to create groups are good.”

“I found Mendeley to be an incredibly useful tool for
organizing my papers and sources. The ability to easily
import papers from various databases and automatically
generate citations is a huge time-saver. The ability to
collaborate with colleagues on shared projects is also a great
feature. Overall, I am very satisfied with Mendeley and
would highly recommend it to anyone in the research
community.”
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