
Import Document

There are a few ways to import documents as below :

1. Drag the article into the Mendeley desktop
(Refer slide number 18)

2. Go to “File” >>> “Add Files”/ “Add Folder”
(Refer slide number 19)

3. Install the “web importer” 
(Refer slide number 20)



Import Document

1. Drag the article from your folder into the 
Mendeley desktop.



2. Go to “File” >>> “Add Files”/ “Add Folder”



3. Install the “web importer”



This web importer will help 
users to directly import from  
website into the Mendeley.

Please refer the link below: 
https://www.mendeley.com/import/

https://www.mendeley.com/import/


For example, I am saving this website for my reference. 

Click the “Save to
Mendeley” to save
the web page.

Fill up this section with 
additional information 

about the website

Click save upon 
completion 
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Details of the 

documents will be 

appear here. 

The website is automatically 

in the list of Mendeley



Organizing the Document

Create folder according to
your subject to organize the
documents easier.



Drag the documents to their 
respective folder 



Users may filter their documents 
neither by author keyword, 
author, my tag and also by 

publications



Start Citation 

To start the citation, you must 
install the MS word Plug in 

first so that it sync with 
Microsoft Office. 
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There will  be a 
notification 

mention that the 
installation is 

successful 
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You will the find new 
feature of Mendeley in 

the Microsoft Word.
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For example  I take this  paragraph from one of the article. As you all 
know, in-text citation must be provided  when you do direct 

quotation. 
**The example shown above is paragraph from  one  of the articles 
which has been imported to Mendeley Desktop.

You may choose the  
available format of 

citation. 

In-Text Citation 
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Click to this button  to 
generate in-text 

citation with Mendeley

This pop up feature will appears once you click the  
“Insert Citation” button. 
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You may type 
any of the 

keyword that 
related  to the 

articles. 
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The in-text citation will 
be automatically appear 
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To generate the references list using Mendeley, click 
“Insert Bibliography” button . Be sure you choose the 
right style of citation (ex: APA, Harvard UWE, MLA). 

Mendeley will automatically generate for you according to your in-
text citation.

The “Insert Bibliography”, will automatically provide the reference
for the articles that has been used previously in your in-text
citation.

Reference List

1

2



*Repeat the same step to generate in-text citation. 

* Remember that the in-text citation must match with Reference. 

In-text 

Citation

References / 

Bibliography
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http://community.mendeley.com/guides/video
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thank You


