


Managing citations

and

creating references



With Mendeley 

you can

• gather and organize your references

• download citations from databases and

webpages

• insert citations in Word while writing,

and create references automatically

in the style chosen

• exchange bibliographies with your

colleagues

• read your PDF’s and enrich them

with notes and highlights

You have to install 

specific plugins



Bibliographic software



Mendeley Institutional

Create your

account,

possibly using

your UniMi e-

mail username 

(@unimi.it or 

@studenti.unimi

.it)



Mendeley Institutional

• It is necessary to register from inside the 

University’s network

• Accessing the Institutional edition will then be possible

from home as well

• Mendeley has to be accessed from within the 

University’s network at least once a year, lest your right 

to use its Institutional edition should expire



Web and Desktop

Mendeley has a web 

version, 

www.mendeley.com,

to be used also on 

tablets, smartphones 

and iPads,

and a 

desktop version;

they have to be 

mutually synchronized

http://www.mendeley.com/


IMPORTANT 

WARNING

• Mendeley is in constant evolution

• We are now presenting Mendeley Web and its

most recent, almost identical desktop version

Mendeley Reference Manager



Mendeley Web

Home page



Mendeley’s

catalogue

Mendeley’s catalogue contains the bibliographic 

references imported by users of the resource since its 

creation.

It is not possible to identify who imported a reference.

Possible multiple references imported from different 

sources are deduplicated.

Mendeley’s catalogue is NOT a database and can not be 

considered an instrument for exhaustive research.



Let’s search for 

«cardiac amyloidosis»



Mendeley web

LIBRARY



Mendeley web

LIBRARY



Read / Get PDF



Adding items to 

Mendeley 

• We can create a new COLLECTION and drag a file 

into the open page



Adding items to

Mendeley 

• + Add references can be used to:
• import files or whole folders located on our PC;

• import bibliographic records in BibTeX, Endnote or Ris formats;

• import new files automatically as soon as they become part of a 
specially selected local folder (on desktop version only);

• create a bibliographic record manually



Managing items in

Mendeley 
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Managing items in

Mendeley 



A full-text document in pdf format can be 

attached to its previously imported

bibliographic record

Records and documents can be imported directly from 

web pages making use of  Web Importer functionality

Abstracts might be left out when importing from PubMed, Web of 

Science and Scopus

Managing items in

Mendeley 

https://www.mendeley.com/reference-management/web-importer#id_2


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

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


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

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


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

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


Importing items from 

databases 

and e-journals

•Employ Web importer to import items directly.

•It should also be possible to import pdf documents, when

available (even though it might sometimes be necessary to 

download them locally before importing).

•Don’t forget to synchronize after enlarging your library.



Importing items from 

databases 

and e-journals
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databases
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Importing items from 

databases and e-

journals

Mendeley Web Importer may not work 

with some databases and e-journals.

In that case records can be imported by 

being previously saved locally as RIS 

files.



Duplicates

Mendeley automatically warns whenever a file is being 

duplicated



Duplicates

Checking duplicates is always possible …



Duplicates

… as well as eliminating one or more of the files involved



Mendeley web 

GROUPS

Click on 

Create group 

on the left hand 

side of the Library 

page and enter 

your group’s 

name



Mendeley web 

GROUPS

Right-clicking on 

the new folder, 

you can open the 

dropdown list that 

allows you to 

manage your 

group



Mendeley web 

GROUPS

With INVITE 

MEMBERS, an 

invitation mail can 

be sent to any one 

you want to be part 

of the group.

The addresses 

employed by 

recipients to create 

their own Mendeley

accounts should be 

used.



Mendeley web 

GROUPS

Now you can 

share records 

and documents 

with all the  

members of the 

group.



Mendeley web 

GROUPS



Personalizing pdf’s

It is possible to personalize full-text documents in your library by 

highlighting passages … 



Personalizing pdf’s

… and adding personal notes.



Notebook



Notebook

• This functionality allows you to save quotations from a pdf 

document and to organize them according to your needs 

• Just left-click on a passage you have highlighted with «Highlight 

text» … 



Notebook

… and it can be saved in one of the pages you will have created in the 

«Notebook» section of the document’s record.

The quotation will be visible in the «Notebook» section of any record in your library; by 

clicking on it, the highlighted passage  will be visualized in the original pdf document



Annotations

Personal notes are automatically stored in the «Annotations» section 

of the record.

They can only be visualized in the record of the specific pdf document concerned.



Notebook and Annotations

Notebook and Annotations can be visualized by clicking on «Info» 

at the righthand top corner of the page when the interested file is

open.



Adding items to 

Mendeley Reference 

Manager Desktop

• Records and documents can be imported exactly like in the 

web version, except when internet connection is required.

• Whenever an item is added to either version of Mendeley, 

the other version will be automatically synchronized as soon

as it is opened.

• Anyway, clicking on the «Sync» key before leaving a working

session is a measure that will protect Mendeley’s users from 

any possible mishap



Backing up files

Documents in any format (PDF, Word, JPEG etc) 

attached to a record should be backed up on your 

PC or on a server for safety.



Using references 

to create a 

bibliography



• American Psychological Association 6° ed.
• Janner, S. F. M., Suter, V. G. A., Altermatt, H. J., Reichart, P. A., & Bornstein, M. M. (2014). Bilateral necrotizing sialometaplasia

of the hard palate in a patient with bulimia: A case report and review of the literature. Quintessence International (Berlin, 

Germany : 1985), 45(5), 431–7. doi:10.3290/j.qi.a31543

• Linck, R., Fu, X., Lin, J., Ouch, C., Schefter, A., Steffen, W., … Nicastro, D. (2014). Insights into the structure and function of

ciliary and flagellar doublet microtubules: tektins, Ca2+-binding proteins and stable protofilaments. The Journal of Biological

Chemistry. doi:10.1074/jbc.M114.568949

• Summers, C., Chilvers, E. R., & Peters, a M. (2014). Mathematical modeling supports the presence of neutrophil depriming in 

vivo. Physiological Reports, 2(3), e00241. doi:10.1002/phy2.241

• IEEE
• [1] S. F. M. Janner, V. G. A. Suter, H. J. Altermatt, P. A. Reichart, and M. M. Bornstein, “Bilateral necrotizing sialometaplasia

of the hard palate in a patient with bulimia: A case report and review of the literature.,” Quintessence Int., vol. 45, no. 5, pp. 431–

7, Jan. 2014.

• [2] C. Summers, E. R. Chilvers, and a M. Peters, “Mathematical modeling supports the presence of neutrophil depriming in 

vivo.,” Physiol. Rep., vol. 2, no. 3, p. e00241, Jan. 2014.

• [3] R. Linck, X. Fu, J. Lin, C. Ouch, A. Schefter, W. Steffen, P. Warren, and D. Nicastro, “Insights into the structure and 

function of ciliary and flagellar doublet microtubules: tektins, Ca2+-binding proteins and stable protofilaments.,” J. Biol. Chem., 

May 2014. 

• American Medical Association
• 1. Janner SFM, Suter VGA, Altermatt HJ, Reichart PA, Bornstein MM. Bilateral necrotizing sialometaplasia of the hard 

palate in a patient with bulimia: A case report and review of the literature. Quintessence Int. 2014;45(5):431–7. 

doi:10.3290/j.qi.a31543.

• 2. Summers C, Chilvers ER, Peters a M. Mathematical modeling supports the presence of neutrophil depriming in vivo. 

Physiol Rep. 2014;2(3):e00241. doi:10.1002/phy2.241.

• 3. Linck R, Fu X, Lin J, et al. Insights into the structure and function of ciliary and flagellar doublet microtubules: tektins, 

Ca2+-binding proteins and stable protofilaments. J Biol Chem. 2014. doi:10.1074/jbc.M114.568949. 

Citation styles



• Microsoft Word (2016 and later versions)

• Microsoft Word app for iPad

• Microsoft Word Online

• Microsoft Office 365

• Mac

https://www.mendeley.com/guides/mendeley-cite

Software to use

with

Mendeley cite

https://www.mendeley.com/guides/mendeley-cite


How to activate

Mendeley Cite 

(using Word 365)



Inserting citations

with Word

• Select citations and insert them in your text



• Add the title of a work to your references after inserting 

the first citation from it in your text

• The sources of all subsequent citations will increase 

your reference list automatically

Creating 

bibliography



• Select the style you like, and all your citations will be 

modified accordingly clicking on «Update citation

style» below

Selecting styles



• Click on the Sync button to synchronize Mendeley Cite

with Mendeley Library

Synchronizing with 

Mendeley Library



Creating and editing

styles

• Use CSL Editor: https://csl.mendeley.com/about/

• Insert the URL of your newly created style in 

Mendeley Cite by selecting "Add a custom style"

• Use guide: 

https://www.mendeley.com/guides/csl-editor

https://csl.mendeley.com/about/
https://www.mendeley.com/guides/csl-editor


CSL Editor:
creating a new style from a 

similar one



CSL Editor:
use of citation examples

•If you don’t know the name of a specific style you 

want to employ, the functionality «Search by 

example» can be used to identify styles that 

match the desired features 



CSL Editor: 

Search by example



Final version

• When releasing the final version of your

document, disconnect Mendeley from Word by 

selecting the whole text and «Remove content

control» from the menu you will have opened after

right-clicking

• Beware: save a copy of the original file!



Personal account

In Mendeley Web you can:

• visualize and modify your account;

• change your password.



Personal account



Tutorials and support

• Mendeley support

http://support.mendeley.com/

• Guides, videos and tutorials

https://www.mendeley.com/guides

• Blog

http://blog.mendeley.com/

http://support.mendeley.com/
https://www.mendeley.com/guides
http://blog.mendeley.com/


• Paola.foscaro@unimi.it

• fabio.bottazzi@unimi.it

For information

and help

mailto:Elena.bernardini@unimi.it
mailto:Chiara.pagani@unimi.it

