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The Mendeley reference management  application can streamline your 
proposal development workflow.  

WHAT I S MENDELEY?

A few reasons to consider using Mendeley –

 Create a Mendeley account for free. 

 Build, organize and store references in one library.

 Make notes and annotations in your references.

 Seamlessly insert and edit citations and bibliographies in Microsoft Word.

 Create shared groups to collaborate with others on the team.

Note - The free account gives users 2GB of personal space and 100MB shared storage across all groups. 
Users can create and own 5 private groups with up to 25 members in each group.



OTHER REFERENCE MANAGEMENT TOOLS

You can also consider other reference management tools like Zotero and EndNote.  

 Zotero and EndNote have many of the same features as Mendeley. All three allow users to store 
references, insert citations in MS word, and automatically generate bibliography in popular 
citation styles.

 Zotero has more customization features, compatibility with Google Docs, and unlimited groups, 
but some limitations are its user interface and limited cloud storage (300 MB) in the free version. 

 EndNote has been around longer than Mendeley and Zotero, and the current version EndNote 20 
offers many advanced features, but subscription is necessary to use this tool.

Most importantly,  any reference management tool is preferable over manual 
entry of citations and bibliography during proposal preparation.



WHY OPD RECOMMENDS MENDELEY?

 Using Mendeley a team can create a shared reference library to work collaboratively.

 Up to 25 collaborators and partners within and outside Illinois can be invited to each shared library.

 Any member can add references to the shared reference library, and these references can be accessed 

and edited by others on the team.

 Mendeley automatically updates citation numbers and bibliography as the team edits the document.

 Mendeley offers a variety of citation styles and allows seamless transition between them at any stage.

 This reference management resource save times and reduces chances of errors.

The Office of Proposal Development (OPD) works on large-scale proposals which involve  teams within 
Illinois and also external collaborators and partners.  

We highly recommend Mendeley to all the teams working with us.  This is why -
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Part 1 - Setting up a Mendeley account



SETTI NG UP A MENDELEY ACCOUNT

1. Go to the Mendeley website – https://www.mendeley.com/reference-management/reference-manager
2. Click on the ‘Create account’ tab
3. You can sign up with your Illinois or personal email. 

Image Source - Mendeley

https://www.mendeley.com/reference-management/reference-manager


SETTI NG UP A MENDELEY ACCOUNT

4. Once the account is created you can sign in to view your Mendeley profile and Library (top-right).
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SETTI NG UP A MENDELEY ACCOUNT

5. The Mendeley Reference Management 
system has three main components–

 Mendeley Reference Manager 
(desktop/browser version)

 Mendeley Cite (MS word add-in)

 Web Importer (Google chrome 
extension)

Each one will be discussed separately in the 
coming slides.

Image Source - Mendeley



Part 2 – An Overview of Mendeley Reference Manager



MENDELEY REFERENCE MANAGER

Image Source - Mendeley

1. Desktop and web-browser versions of the reference manager are available. 
 To access to the web-browser version click on Library.
 To get the desktop version click on Download Now.



MENDELEY REFERENCE MANAGER - LI BRARY

Image Source - Mendeley

2. Once you are in the library you can navigate and view your references under categories like - All References, 
Recently Added, Collections and Groups (left panel).

Note – The Group feature of Mendeley is very useful when collaborating on large-scale proposals.



MENDELEY REFERENCE MANAGER - LI BRARY

Image Source - Mendeley

3. For each reference you can find information about the Authors, Year, Title, Source, Date Added and File.

Note - You will see an icon under File if you upload the document. It is not necessary to upload the document to add citations to MS word.



MENDELEY REFERENCE MANAGER - GROUPS

Image Source - Mendeley

1. To create a new group, simply click on ‘New Group’ (left panel), type the name and click enter.



MENDELEY REFERENCE MANAGER - GROUPS

Image Source - Mendeley

2. To invite others to this group, hover on the group name till         pops up. Click on it to view the menu.
3. Click on Manage Group to get to the Preferences window. You can see existing members of the group. 
4. To invite new members, click on Invite members and type their email addresses to send invites. 

Note - You can check the status of invitations under ‘Pending Invites’.



Part 3 – An Overview of Mendeley Cite



MENDELEY CI TE FOR MI CROSOFT WORD

Image Source - Mendeley

Download Mendeley Cite to add references to MS Word.
1. Click on Get Mendeley Cite from the Mendeley website. It will take you to the Microsoft AppSource. Click on –

Get it now.



MENDELEY CI TE FOR MI CROSOFT WORD

Image Source - Mendeley

2. You will be prompted to open the add-in in MS word. Click on it.
3. A word document will open automatically with instructions for Mendeley Cite. 
4. On the right you will find the New Office Add-in panel, Click on Trust this add-in.



MENDELEY CI TE FOR MI CROSOFT WORD

5. Once all the previous steps are complete, you can access Mendeley Cite under the References tab in a MS word document.



Part 4 – Building a reference library using Mendeley

(5 Methods)



METHOD 1 – J OURNAL ARTI CLES WI TH AN I DENTI FI ER

Image Source - Mendeley

Identifiers like DOI number, PMID or ArXivID on journal articles make it easier to add references to Mendeley.
1. Copy the identifier (underlined).



METHOD 1 – J OURNAL ARTI CLES WI TH AN I DENTI FI ER

Image Source - Mendeley

2. To add the reference, click on Add New Button on the left panel, and then click on Add entry manually. 
3. In the identifiers section, paste the identifier you copied and click on the search (look up meta data) button.



METHOD 1 – J OURNAL ARTI CLES WI TH AN I DENTI FI ER

Image Source - Mendeley

4. The Title, Authors and other details get auto-populated. Click on the Add entry to add this reference to the library.
You can view this reference under the All Reference or Recently Added sections of the library.

(Refer to slides 39 and 40 for moving references to a group or collection)



METHOD 2 – J OURNAL ARTI CLES OR BOOKS WI THOUT I DENTI FI ER

NOTE – ILLINOIS LIBRARY is a great resource for accessing 
journal articles,  books and their citations.

1. Go to Illinois library - https://www.library.illinois.edu/
2. Search the title/author's name in the library search.

https://www.library.illinois.edu/


METHOD 2 – J OURNAL ARTI CLES OR BOOKS WI THOUT I DENTI FI ER

3. Locate the book/article from the search and click on it. 
4. You will see an option of Export RIS (Zotero, Mendeley, etc.) 



METHOD 2 – J OURNAL ARTI CLES OR BOOKS WI THOUT I DENTI FI ER

5. Click on Export RIS followed by Download
6. The .ris file will be in the download folder. 

Note – don’t open the .ris file at this step.



METHOD 2 – J OURNAL ARTI CLES OR BOOKS WI THOUT I DENTI FI ER

7.Go back to Mendeley library, click on Add New followed by Import Library and then ‘RIS (*.ris)’
8. Select the .ris file from the download folder and click open. 
9. The reference will now be added to the All References, and if you choose you can move it to a group or collection.

(Refer to slides 39 and 40 for moving references to a group or collection)
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METHOD 3 – MENDELEY WEB I MPORTER

1. Go to this link - https://www.mendeley.com/reference-management/web-importer to get Web Importer for Chrome.
2. After downloading, the web importer will be located beside the search bar or as an option under Extensions.

Image Source - Mendeley

https://www.mendeley.com/reference-management/web-importer


METHOD 3 – MENDELEY WEB I MPORTER FOR J OURNAL ARTI CLES

1. Open the article/journal paper of your choice using chrome. 
2. Click on the Mendeley Web Importer icon.



METHOD 3 – MENDELEY WEB I MPORTER FOR J OURNAL ARTI CLES

3. The Mendeley Wed Importer dialogue box 
will open and automatically generate a 
reference for the library. To add this reference, 
click on the Add button. 

It can now be viewed in the library (below).

Image Source - Mendeley



METHOD 3 – MENDELEY WEB I MPORTER FOR WEBSI TES

1. Open the website of interest using chrome and then click on the Mendeley Web Importer icon and this will 
automatically generate a reference for the webpage.

2. Click on Add to add this reference to the library.



METHOD 3 – MENDELEY WEB I MPORTER FOR WEBSI TES

3. This reference can now be viewed in the library and any 
relevant information can be added or edited.

(Refer to slides 39 and 40 for moving references to a group or collection)

Image Source - Mendeley



METHOD 4  – MANUAL ENTRY

If the above-mentioned methods do not work for certain references, and you must opt for manual entry.
It happens most frequently with reports. 

1. Locate the title, authors and date in the report (if the information is available). Also note that this information might be 
on different pages of the report. 



METHOD 4  – MANUAL ENTRY

2. To add the reference to Mendeley library, click on Add new followed by Add entry manually, a dialogue box will pop up.
3. Choose the Reference Type from the dropdown menu. In this example, it is a Report.
4. Enter the Title, Authors, and Year.

Image Source - Mendeley



METHOD 4  – MANUAL ENTRY

5. Enter author names in ‘Last Name, First Name’ format and each author name is a separate entry.
6. Once the relevant information is entered, click on Add entry. 
7. The reference can now be viewed in the library and other edits can be made

Note – It can be useful to add 
the website link for the report 
in the URL section.

It is not important to enter 
information in all the fields as 
the information may not be 
available in some reports.

Image Source - Mendeley

(Refer to slides 39 and 40 for moving 
references to a group or collection)



METHOD 5 – UPLOADI NG A J OURNAL ARTI CLE TO MENDELEY LI BRARY

This method works for journal articles, but it is important to note that uploading the article will takes up space in the 
computer and the Mendeley Reference library. 
1. Download the pdf of the journal article to be cited.



METHOD 5 – UPLOADI NG A J OURNAL ARTI CLE TO MENDELEY LI BRARY

2. To upload the article go to Mendeley library and click on Add new followed by Files from the computer.
3. A dialog box will open to upload the article. Select the article and click on the Open button.

Image Source - Mendeley



METHOD 5 – UPLOADI NG A J OURNAL ARTI CLE TO MENDELEY LI BRARY

4. The file is uploaded, and a reference is also generated. The reference can be viewed in the library.
Note that this will take up space in the library as the file is attached to the reference.

Image Source - Mendeley



METHOD 5 – UPLOADI NG A J OURNAL ARTI CLE TO MENDELEY LI BRARY
5. The relevant information can be viewed by clicking on the reference. 
6. Initially the reference type is ‘Unspecified’, but it can be changed to ‘J ournal Article’.  

Image Source - Mendeley

(Refer to slides 39 and 40 for moving references to a group or collection)



MOVE REFERENCES TO A GROUP OR COLLECTI ON

Image Source - Mendeley

To move a reference to a group or collection simply drag and drop.

Alternatively, follow these steps -

1. Select the reference. 

2. A ribbon with options will 
appear below after selection.

3. Click on Organize and then 
add to Group.



MOVE REFERENCES TO A GROUP OR COLLECTI ON

Image Source - Mendeley

4. Select the group and click on Add.

You can now view this reference in the OPD demo group.



Part 5 – How to insert citations and generate bibliography 



ADDI NG CI TATI ONS TO A MI CROSOFT WORD DOCUMENT
References can be added to the Mendeley library and the MS word document simultaneously, but it might be more 
convenient and efficient to add majority of the references to the Mendeley library prior to adding citations to the word file. 
Mendeley has capacity to do both, and in the end, it may come to down personal preference and working style. 

The document below is an example. In blue highlights are the references that will be converted to Mendeley citations. 
Follow along -



ADDI NG CI TATI ONS TO A MI CROSOFT WORD DOCUMENT

1. Replace the existing text or 
annotation for the citation and 
place the cursor in the location 
where the citation will be 
inserted (blue arrow).

2. Then select Mendeley Cite, under 
the References tab.

3. Specify where to look for the 
reference (in this example it is All 
References, but any collection or 
group can be selected from the 
drop-down menu). Search for the 
reference using keywords (in this 
example ‘ellen’ is a keyword). 

4. Once the reference is located, 
select it and click on Insert 1 
citation.



ADDI NG CI TATI ONS TO A MI CROSOFT WORD DOCUMENT

5. Like the previous example, 
multiple citations can also be added 
simultaneously. 

In this example, there are three 
citations that will be inserted at the 
cursor location (blue arrow).



ADDI NG CI TATI ONS TO A MI CROSOFT WORD DOCUMENT

6. This is how the citations look (blue arrows) once they are inserted in the desired locations in the document (blue 
arrows). The citation style in this example is IEEE. 

Note - We will go over different citation styles and how to change them in the next section.



I NSERTI NG BI BLI OGRAPHY

1. To insert the bibliography, place the cursor at any location of your choice in the document. 
2. Click on more options      and then click Insert Bibliography.



I NSERTI NG BI BLI OGRAPHY

3. Mendeley will prompt you to place the cursor in the desired location again, once ready, click on Continue. The 
bibliography will be inserted. 

Note - Mendeley automatically updates the citation numbers and bibliography as the references are edited, added or removed. 
After all the edits are completed, the bibliography can be cut and pasted from one word document to another. (However, this 
process will unlink the bibliography and any further changes won't be automatically updated).  



Part 6 – An overview of citation styles and resources



CI TATI ON STYLES

The current style is IEEE, and its format can be viewed in the Preview section. 
Citation style can be changed by going to Citation Settings and clicking on Change citation style option in Mendeley Cite. 



CI TATI ON STYLES

Here are examples of other citation styles like APA, Nature and Vancouver. Please view the format in the Preview section

Image Source - Mendeley



ADDI TI ONAL CI TATI ON RESOURCES
Some additional citation style resources can be the Cite feature of Google Scholar, PubMed or Illinois library. It is a good 
practice to cross-check the bibliography when in doubt about a citation style. 



ADDI TI ONAL CI TATI ON RESOURCES
Some additional citation style resources can be the Cite feature of Google Scholar, PubMed or Illinois library. It is a good 
practice to cross-check the bibliography when in doubt about a citation style. 



ADDI TI ONAL CI TATI ON RESOURCES
Some additional citation style resources can be the Cite feature of Google Scholar, PubMed or Illinois library. It is a good 
practice to cross-check the bibliography when in doubt about a citation style. 



Part 7 – Troubleshooting some common glitches



MENDELEY LI MI TATI ONS AND COMMON FI XES

 Generally, it is a good practice to go over the reference list to check for accuracy and make any edit 
after unlinking the reference list.

 If there are six and more authors, Mendeley frequently generates the bibliography list with “et al”. If 
the proposal requires a complete author list, then it needs to be added manually after the 
bibliography is generated and unliked. The list of authors can be found in the Mendeley Reference 
Library. 

 Depending on the citation style, Mendeley may use standard journal name abbreviations, e.g.,  
‘PNAS’ for ‘The Proceedings of the National Academy of Sciences’. If the proposal requires complete 
journal names, then this change needs to be made manually after the bibliography is generated and 
unliked. 

 OPD has experienced some glitches while using Mendeley on the browser version of MS word on One 
drive. We recommend making changes to the word document using the desktop application over 
using the browser version, especially when working in large teams. 



Part 8 – Other Mendeley Resources



OTHER MENDELEY RESOURCES

1. University Library Mendeley resource- https://guides.library.illinois.edu/mendeley

2. Mendeley Help Guides - https://www.mendeley.com/guides

https://guides.library.illinois.edu/mendeley
https://www.mendeley.com/guides


STAY CONNECTED!
Subscribe to This Week in Illinois Research: go.Illinois.edu/twir

Follow @ UofIResearch on Twitter

research.illinois.edu
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