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v Installation of Zotero Reference Manager

v Creation of  collections in Zotero

v Basics of adding and editing citations

v Creation of bibliographies/reference list with Zotero

Aspects Covered in the Guide
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v Endnote

v RefWorks

v Mendeley

v Zotero

Reference Management Tools
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Zotero is a free and easy to use tool that aids in:

v Automatic generation of citations and reference lists

v Organization of sources

v Syncing of the work across devices 

v Back up on the Zotero server 

Zotero
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Step 1
Download and install the Zotero application for your operating system. 
Close your Word application before you run the installer so it can install 
the Word toolbar/plugin
Step 2
Click the “Install Connector” link for your browser and follow the 
instructions. The connector appears as an extension on your browser. 

Installation of Zotero Reference Manager
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Download Zotero App and 
Connector from this link 
 Zotero | Your personal research 
assistant

https://www.zotero.org/download/
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Step 3
The following settings are available under the Edit      Preferences 
1. Sync 
2. Cite Style and Word Processor Add-in

Setting up Zotero 
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Zotero Word Plugin
 Once you install the Word Processor Add-in, the plugin will appear as shown below:

The plugin will 
appear her
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The plugin will have the tabs shown

Word Plugin tabs
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The Zotero 
Connector will 
be here/ It may 
also appear as 
the letter Z 
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Step 4

Create a collection by adding documents to Zotero Library/Collection by:
i. Using the Zotero connector 
ii. Adding PDFs from your computer.  

    -To do this, click on the green icon with a plus symbol on the Zotero 
      application and select the option of  “link to file”  or “Store copy of file”

    -Drag and drop from your desktop into the destined collection

Creating the Zotero Library/Collections
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iv. Adding manually by filling bibliographic details in last column
v. Using identifiers like DOI, PMIDs or ISBN found on this Icon 

For more details on adding files to the library click here

Creating the Zotero Library/Collections

https://www.zotero.org/support/adding_items_to_zotero
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The Zotero 
Library looks 

like this

Item 
citation 
details
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Automatic intext Citation
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vClicking the “Add/Edit Bibliography” () button inserts a bibliography at the cursor 

location.

vAs you use the plugin, Zotero will automatically update the bibliography based on 

the citations in the document.

Generation of the Bibliography/Reference 
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vThe reference style to be used in the document is set at “Document Preferences”

vThe citation style can also be changed from the “Document Preferences” window

vThe reference list will be built automatically as you add more intext citation

vTo see examples of APA citation and referencing, refer to the  APA Style Common Reference 

Examples Guide, APA Style 7th Edition and the  Reference Guide for Journal Articles, Books, and Edited Book Chapters

Choosing the citation style

https://apastyle.apa.org/instructional-aids/reference-examples.pdf
https://apastyle.apa.org/instructional-aids/reference-guide.pdf
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vBibliographic details are edited on the Zotero library and not on your document

vCitations are edited under “Show editor” in the Add/edit Citation window of the 

Zotero App

vTo enter a corporate author in Zotero, the author fields to “Switch to single” 

(Remember to switch back to Last and first Names fields)

Useful tips points to remember 
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