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Research Work… 
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• Many Typos 
• Style change! Citations 
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Zotero 



Why using a managing reference tool? 

• To manage citations and bibliographic directly in 
Microsoft (MS) word processing software 

• To save bibliographic data base 

• Easier to automatically switch to different citation styles 
(e.g. APA to MLA or Vancouver) 

• Work with multi PCs and documents 
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• Zotero is a free reference tool that 

identifies bibliographic on books, journal articles, and other 
resources from websites and databases 

stores citations, and files in library 

creates a citations and bibliographies in Word or OpenOffice 
documents 

publishes shared libraries for your organization, class, or 
research group 

• Compatible with Mac, Windows & Linux operating systems 

• To download and install, go to: http://www.zotero.org  
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http://www.zotero.org/


Download Zotero 
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This extension enables Zotero feature on the chosen browser 
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To launch Zotero



Practice 1 
 

• Go to the website: www.zotero.org 

• Click Download                    

• Choose Zotero Windows Download 

• Follow the instructions to Install the software and the 
extension    

• Launch the Zotero 
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The Zotero window shows the following: 

 

•  Zotero libraries and collections (Left) 

•  All documents within the selected library, collections (Middle) 

•  Documents info, notes, tags and related (Right) 
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We may still Install Browser 

Connector from Tools tab if not 

installed.  



To create new collection and name it. It is 

recommedned (more organized)  
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Practice 2 

 

• Launch Zotero. 
 

• Create New Collection and name this collection any topic 
of interest to you. 
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Add citations to Zotero 

• Adding citations to library as: 
 

Enter citation manually 

Import citation for a single item 

Import citation for multiple items 

Use identifier (ISBN, DOI or PMID) to add item 

Cite web pages automatically 
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Add items manually 
To add a citation manually in Zotero, click on the New Item icon in the middle column. 

In the drop-down menu that appears, select the type of item you want to add.   

Here you find fields that are specific to the 

type of item you selected. Fill in the 

required fields for the item. 

22 November 2018 



22 November 2018 

More options are shown 

to add items manually. It 

is an extensive list. 



Practice 3 

• In Zotero, click on the New item icon 
 

 

• Select Book  

 

 

• Enter the Title, Author, Edition, Publisher and Date: 

    Incompressible Flow, R. L. Panton, John Wiley & 

    Sons, 2013 

    (or choose a book title to add to your subject collection) 
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Add Items by Identifier 
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Add Item by Identifier option of Zotero. Enter 

ISBN, DOI or PMID (PubMed ID). Zotero will 

look up the identifier and import it into 

library/collection. 



Add Items from web sources 
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Before importing bibliographic data from a web page to 

a specific Zotero collection. Here, select the collection 

Hybrid PV-Wind  

Note –Zotero can save items to same collection 

using multiple web browsers (Firefox, Chrome, 

Safari) at the same time because the Zotero 

Connector works in all these browsers. 
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Click the Save to Zotero (DOI)  
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Click the Save to Zotero (PMID)  



  The Save to Zotero icon at the right-end of the URL (address) bar changes according 
to type. Here are the most common icons: 

Icon Likeness Description 

Lined sheet Journal article 

Blue book Book 

Manila folder 

Multiple items on a 

search results page 

(e.g. DOI or Google 

Scholar)  
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      Practice 4 
 

• Launch Zotero from taskbar. Open the selected collection 

• Go to Google Books and do a search for books about: Renewable 

energy or any topic 

• Click on the Save to Zotero (Google Books) icon 

• It should now be in the Zotero software selected collection  
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To send citations for webpages into the Zotero collection, right-click on the 

Save to Zotero (Embedded Metadata) icon, click on Save to Zotero from the 

menu and last click on Save to Zotero (Web Page without Snapshot). 

 

It will automatically be saved in the selected collection. The information can 

be edited in Zotero software infotab on the right. 
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This is a saved record of the WHO web page 

in Zotero. Fields such as Title, Author and Date 

need to be completed or edited. 
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In Zotero, files can be attached to an 
item. To add attachments to items,  
click on the paperclip button. 

Attach files to items 
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Create bibliographies using Zotero 

• To create a bibliography from Zotero:  

Highlight one or more references  

Right-click to select Create Bibliography from Items.  

Select a Citation Style for your bibliography  

Choose one of the following four Formats to create your bibliography:  

• Save as RTF will allow you to save the bibliography as a rich text 
file, which can be opened for example in Word. 

• Save as HTML will allow you to save the bibliography as a HTML 
file for viewing in a web browser.  

• Save to Clipboard will allow you to save the bibliography to your 
clipboard to paste into any text field.  

• Print will send your bibliography straight to a printer. 
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To create a Zotero bibliography, Highlight then choose as shown 
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Save the bibliography’s file (Hybrid PV-Wind.rtf) to any location on your 

computer 
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Practice 6 

• In Zotero, select the items from collection using the control button. 

• Choose the option Create Bibliography from Selected Items, a new 
dialog box will appear 

• Choose the Citation Style you would like to use 

• Choose the Format RTF 

• Click on OK 

• The document will open in MS Word 
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Word Processor Integration 
• Zotero's Microsoft (MS) Word permits users to insert citations directly from 

their MS word processing software. 

• With Zotero version 5.0, the plugin is automatically linked to your Word or 
OpenOffice version; see the MS Word Ribbon: 

 

 

• Once we Click on the Zotero Tab a group of Zotero icons will appear in 
Microsoft Word Ribbon: 

 

 

 

 

• These five buttons allow managing citations and bibliographies in MS Word 
documents  
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• Zotero Add/Edit Citation 

 

• Zotero Insert Bibliography/Edit Bibliography 

 

• Zotero Document Preferences 

   (to change the style)  

Zotero options for MS word are listed below 
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Two citations and refernces were added.  



Edit citations 
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To edit a citation , simply use Add/Edit Citation icon and make the changes in the 

required field(s).  Click on Refresh – to show the changes.  
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To change citation/refernce style, use Document Prefernces Icon 



Practice 7 

• In MS Word, launch Zotero 

• Add citations from the selected collection and choose style 
from Document Preferences window, slect Classic View 
option 

• Use Add/Edit Citation window, highlight a citation to add as a 
reference; and click on OK; repeat 2 times 

• Locate the cursor at the bottom of the text and click on the 
Zotero Create Bibliography icon to add the bibliography after 
the text 
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Find Saved Items in your Library or Collection - 

Search 

To do a Search for items in the library or collection, the search will be 

inside the selected library 

There are three Search options as shown below: 

1. Title, Creator, Year: look up these three fields. 

2. All Fields & Tags: look up all fields including 

tags and text in notes. 

3. Everything: look up all fields, tags, text in notes, 

and indexed text in PDFs. 
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Find Saved Items in your Library or Collection - 

Advanced Search 

Advanced Search can also be used for better control with more 

features to limit the searches.  
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Add Additional Citation Styles 

• Zotero comes with a list of popular styles (e.g. Harvard, APA and 
Vancouver). However, many more styles are available through the 
online Zotero Style Repository at: 
http://www.zotero.org/styles 

• From Style Repository one may choose add the desired citation style.  
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http://www.zotero.org/styles
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What citation style to choose? 

• Most journals refer to their citation style in their “Guidelines or Instructions to 
authors” 

 

 

• For journals in health and life sciences Mulford Library provide instructions to 
authors for over 6,000 journals: 
http://mulford.meduohio.edu/instr/   
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Register for a Free Account in Zotero 

Register for a Free Account in Zotero enables one to: 

• Sync and access your library from anywhere 

• Allows joining groups 

• Restore all attached files 
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Here, type the Username and Password  

created when registered for a Zotero 

account. Then click OK 
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Click on the Sync button in the 

Zotero application to start syncing 

data in your Zotero online account. 
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The Zotero Groups is a useful 

option to explore.   
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The Documentation displays the 

contents.  The files have been 

updated for Zotero 5.0 version 



22 November 2018 

References 

 

• https://www.zotero.org/ 

 

• https://www.research4life.org/ 

 

 

https://www.zotero.org/
https://www.research4life.org/

