Zotero Tutorial
Introduction to Zotero

Zotero (pronounced zoh-TAIR-oh) is a free web 2.0 citation management tool that is an
extension for your Firefox web browser. This means that you need to first have Firefox. If
you don’t, you can download it for free at www.firefox.com. However your citations are
stored on your computer so you can access Zotero when your research takes you to places
far removed from Wi-Fi.

Similar to the popular citation management tool EndNote, Zotero stores citations from
library catalogues, proprietary databases like ATLA and JSTOR, websites, blogs, even videos
and stores them in an easy to use format similar to iTunes. You can also import and export
citations, create bibliographies, and insert citations into your word processor.

You can receive support by emailing academic.services@ptsem.edu.

Download Zotero
To get started, download Zotero at zotero.org.
= (lick on the download option.

¥ Download

= Firefox will give you a warning. Click Allow.

_ Firefox prevented this site (www.zotero.org) from asking you to install @u
' software on your computer.

= Zotero is a trusted add-on so when this window pops up, click Install Now.

Only install add-ons from authors whom you trust.

Malicious software can damage your computer or violate your privacy.

You have asked to install the following item:

zotero-1.0.7.xpi (Author not verified)
G0 http://www.zotero.org/download/zotero-1.0.7.xpi

* You will need to restart Firefox once installation is complete. You will know that
Zotero has been installed successfully when you see either of these Zotero icons in

the bottom right corner of Firefox. ZOEEr0 or Z



Now make Zotero compatible with your word processor.
Note for Macintosh Word 2008 users: a Zotero plug-in is not yet available for Word 2008
meaning that you cannot integrate Zotero with Word 2008.

* Go to the word processor integration page and select the option for either MS Word
or Open Office (all examples on this tutorial will use MS Word).
= Save the Word Plug-in Installer

Opening Zotero-Word-Plugin-Installer-1.0b3.exe 8

‘fou have chosen to open

[~ 2otero-Word-Plugin-Installer-1.0b3.exe
which is a: Application
from: http:/fwww.zotero.org

= Run the Installer by double clicking on the Installer icon &4
= Follow the instructions.
= Once installation is complete, you should have a Zotero toolbar in Word.
While the Zotero toolbar itself is the same across word processors, its location in the
actual program may differ from what you see below. This screenshot is from Word
2007.
= Home | Insert | Page Layout @ References | Mailings | Review | View | Add-Ins
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Instructions on how to use Zotero with your word processor are further below.



Getting started with Zotero

Navigating Zotero

Zotero’s simple interface is composed of three columns moving left to right from general to
specific. The left column displays your library and various collections and subcollections
along with tags. The center column displays the references in the specific collection you
have highlighted in the left column. The right column provides the specific details about
the reference highlighted in the center column including bibliographic information, notes,
and any attachments.

o v D [d e @ & \ Search d O
Collections | Title A Creator +|8R Info | Notes [ Attachments [ Tags [ Related |
() My Library » |_] Der Evangelische Theologe: CALVIN, CHRIST AND THE SWORD 1
i = a

¥ [ Augustine @) Der Evangelische Theologe: CALVIN, CHRIST AND THE SWORD Locate @ 3

Music (] Der Geist und die Geschichte (Systematische Theologie Bd Ill) Ringleben "

Imported Thu Aug 7 09:56:52 2008 (2] Der vermauerte Geist - wer hat Angst vor der Gegenwart  Petsch Botminiaicls
v Tillich [ Didascaliae; Studies in Honor of Anselm M. Albareda, Prefe... Prete and Albareda Title: Eriugena’s commentary on the
' ‘ Dionysian hierarchy
Spirit Dissertation Abstracts Whitney
v Author: Rorem, Paul -

Divine Freedom and the Doctrine of the Immanent Trinity In... Mackenzie

Abstract:
Divine Freedom and the Doctrine of the Immanent Trinity In... Mackenzie

Publication: Pontifical Institute of Medieval

[ Divine Teaching: An Introduction to Christian Doctrine Mclntosh S
Dynamics of Prayer: Towards a Theology of Prayer in the Li... O'Meara P —
[5] Dynamics of Prayer: Towards a Theology of Prayer in the Li... Painadath —
(Philosophy) (Theology) 16th century 1971 [3 Encountering transcendence: contributions to a theology of... Boeve et al. Pages:
largi : A Plan f i . . . e r01" daver
Christian ethics__Christian life__Christian union € B [Enacajng[thelymn]Re pettolre JA\Plan]for impeeving Congr g smith Date: 2005" month="01"day="01  yd
Eriugena’s cgf™ aja
Lutl es " 0
Eriugena’s c n s Title
M Eriugena’s cd mmenif 2 wﬂ 1 i Rorfm .R' h C 1
oo -Left Column . Center Column -~ Right Column
i [@ Essays in ChfistologyTorkan Parler Jburnal AbK?
Filteg [ evangelical Jheology American Lectures, 1962 Ba enooae
;j Faith Seek ing-.An. ion.ta. Christian T Midliore a oOT a
& Faith Seeking Understanding: An Introduction to Christian T... Migliore 4 o X

Building your library

Books and articles
Zotero can automatically add both individual records and lists to your library.

Individual Records
* Perform a search and select the record you want to add to your library.
= Notice the blue book icon that now appears in the address bar. This is an indication
that Zotero has recognized this webpage as containing potentially useful citation
information. If your search takes place in a subscription database (ATLA or J[STOR),
an article icon will be present.

Book record from PTS OPAC



( GoogleQ

Ty BibleWorks A

Accordance BibleWorks Biblio Software
.

ﬁ Princeton Theological Seminary Librarie

Search Headings Titles Patron Login Request History Help

Search Request: Left Anchored Title = faith seeking understanding
Search Results: Displaying 2 of 6 entries

|‘ previous” next } |

[T Holdings Bibliograp | Tableof Contents |
MARC Format __|

Main Author: Migliore. Daniel L., 1935-
Title: Faith seeking understanding : an introduction to Christian theology / Daniel L.
Migliore.
Format: Book
Publisher: Grand Rapids, Mich. : W.B. Eerdmans, 2004.

Subject(s): Theology. Doctrinal.

Location: *Main Stacks (circulating)
Call Number: BT65 M54 2004

Article record from ATLA

. - = :
= Ccitation %m Full Text (316K) = Dﬁé B

Christian theology of religions

Author(s):  Thompson, Thomas R.
Source: Calvin Theological Journal 41 no 2 N 2006, p 394-396.
ISSN: 0008-1795
Publication Year: 2006
Language: English

Subjects: Peer reviewed

Resources: 9780754636465 ATLA0001466975
Publication Type: Review
Issued by ATLA: 20080715

Accession Number: ATLA0001548844

Title:  Trinity and religious pluralism: the doctrine of the Trinity in

Related By: Karkkainen, Veli-Matti Trinity and religious pluralism iv, 197 p. Publisher:
Books/Electronic  Aldershot, UK ; Burlington, Vt. : Ashgate, 2004. ISBN: 0754636461;

record (Permalink):

Persistent link to this http://search.ebscohost.com/login.aspx?direct=true&db=r - BOOKMARK o o &7




= (Click the address bar icon, either book or article, and Zotero will add the record to
your library.
* A notification will appear in the lower right corner of your browser.

Saving Item...
D Faith Seeking Understanding: An Intr...

A

v

zotero .

Collections or Lists
= Perform your search again but this time do not select an individual record. Notice
the folder icon that now appears in the address bar.

L) http://catalog.ptsem.edu/c@'ﬁ-v\

= (lick on the folder and a popup window will appear asking you which records you
would like to import.

Select which items you'd like to add to your library

[21 Augustine on music : an interdisciplinary collection of essays / Richard R. La ...
E Aurelius Augustinus und die Musik : Untersuchungen zu "De musica” im Kont...
@ Aus dem Winkel in die Welt : die Blicher des Thomas von Kempen und ihre Sc...
':' Canon Sheehan of Doneraile; the story of an Irish parish priest as told chiefly ...
@ Choral song in the next church decade.

[ christian worship for American youth, by Laura Armstrong Athearn.

[ "De musica" di Agostino d'lppona / commento di Ubaldi Pizzani, Guido Milane...

fz‘ Didascaliae; studies in honor of Anselm M. Albareda, prefect of the Vatican Li...
M Enlarging the hymn repertoire : a plan for improving congregational singing b...
) Flame in all of us [sound recording] / Thousand Foot Krutch.

]

( selectAll ) [ Deselect All )

( Cancel \ G—Oﬁ—a

= Check the boxes next to the records you wish to add to your library and click OK.
* A notification will again appear in the lower right corner of Firefox.

Zotero key for popular reference types

J Book Newspaper

Journal Article Film

Collection File



Create references from websites
Sometimes you may want to add an item to your library but a reference icon does not
appear in the address bar.

= Open Zotero and select the Create New Item from Current Page icon.

o0 v J'@ & W L N

= Zotero will fill in as much information as it can, but you may need to add some
additional details.

' Info ' Notes [ Attachments [ Tags T Related ]

( View Snapshot = ) Locate <

| Web Page T]
Title: Academic Productivity
v Author: (last), (first)
Abstract:
Website Title:
Website Type:
Date:
Short Title:
URL: http://www.academicproductivity.com/
Accessed: Wed Aug 27 11:54:28 2008
Language:
Rights:
Extra:
Date Added: Wed Aug 27 11:54:28 2008
Modified: Wed Aug 27 11:54:28 2008

= Zotero will try to guess what type of source the page is (web page, blog, artwork),
but you can correct it if necessary by choosing the drop down arrows.

* You can archive the site by clicking on the Take Snapshot of Current Page icon c)

Create references manually
You can still add references to your library even if you cannot locate them online.

= Open Zotero, select the New Item icon, and choose the appropriate reference type.

4 e @
Book

Book Section
Document
Journal Article
Magazine Article
Newspaper Article

Link to File...
Store Copy of File...

More [



= Fill in the necessary bibliographic details.

Zotero and EndNote

[t is relatively simple to go between EndNote and Zotero. Whether you want to import an
existing EndNote library into Zotero or want to take advantage of EndNote’s many output
styles, you can easily import/export between the two programs.

EndNote to Zotero
= In EndNote, choose RefMan (RIS) Export as your Output Style.

Reftdan [RIS) Export v
Select Another Style...

Cheau All Fialds

= (o to File and choose Export.

= Name the file, save it as a Text file (.txt), and make sure the Output style is RefMan
(RIS) Export. Click Save.

File name: transfer_to_zotero v
Save as type: Text File [*.tst) v
Output style: Reftdan (RIS) Export v

Export Selected References

= Open Zotero

= From the Actions menu icon “.* select Import.

)

Export Library...
Create Timeline

Preferences...
Report Errors...
Documentation
About Zotero

» Locate the Text file you saved above and click Open.
* Your references have now been imported into your Zotero library.

Zotero to EndNote
= Open Zotero

= From the Actions menu icon “* select Export Library...

v R |
& 0

Import...

Export Library...



= Select RIS as the Format

|

Format: pis v

Zatero RDF
EXA mops
Refer/BibIx
Unqualified Dublin Core RDF
‘Wikipedia Citation Templates
BibTeX

= Name the file and click Save.
= Open EndNote and choose Import from the File menu.
= Choose the file you just saved. Select Reference Manager (RIS) as the Import Option.

Click Import. -
T

4

Import Data File: IMV Library.ris

Import Option: Reference Manager (RIS)
Duplicates: Discard Duplicates
Text Translation: Unicode (UTF-8)

Choose File...

v

v

v

[ Import

] [ Cancel ]

*  Your references have now been imported to your EndNote library.

Using Zotero with your word processor
After you have installed the word processor integration add-in, you have the capability to

integrate Zotero and MS Word.

Adding citations

= In your word processor, place your cursor where the citation should be added.
Unlike EndNote, there is no need to first add a footnote prior to inserting the

citation.

019030

)
—/ Home Insert
I e

Custom Toolbars

Insert citation here,

v

Page Layout

Documentl

References
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Click on the Zotero Insert Citation icon.

n
= A window displaying your Zotero library will appear. Choose the appropriate
citation, add any details necessary such as page number(s), prefixes, and suffixes.
Clicking on Show Editor will give you a preview. Click OK.
Search:
Collections Title: Creator B
() My Library 'A composer invents his own rules.' Rorem »
Imported Wednesday, Septem... "Ballet for Jerry": Three Letters from Jero... Rorem and Robbins
BOOK NOTES Abraham et al.
Controlling biofouling caused by the coloni... Folino-Rorem and I...
From a Diary: 2000-2003 Rorem
JOURNAL Rorem
Le Dieu Neant {Book Review) Rorem
Letters Neubecker et al.
Meditations on Music, Art, & Politics Rorem 3
Prefix: Page v
Suffix: [] Suppress Author
B 7 Ux X
Ned Rorem, “Meditations on Music, Art, & Politics,” Gay & Leshian Review Woridwide
7, no. 4 (2000): 33(4).
[’HideEditor...‘] [Mu\tiplesuurces...l
= Afootnote is now inserted into your paper.
‘Thomas R. Thompson, “Trinity and religious pluralism: the doctrine of the Trinity in Christian theology of
religions,” Calvin Theological Journal 41, no. 2 (November 2006): 394-396.
Ifyou are entering a single footnote, you will notice that the final period of the
footnote is missing. Simply hitting the Zotero Refresh button will add the period.
It is a bug with Zotero and work is being done to correct it.
= To edit citations already in your document, place your cursor within the citation you
wish to edit (you my have to highlight the entire citation) and click the Zotero Edit
»
Citation icon ™
Bibliographies
= Ifyou are entering citations into your paper, you can complete your bibliography by
selecting the Zotero Insert Bibliography icon.
” 3 _ = - ¥
L = e ;|98
* Your bibliography should now appear at the end of your paper. You can then add

your own heading, such as “Bibliography” or “Works Cited,” if you wish.



* You can edit your bibliography by clicking the Zotero Edit Bibliography icon B2,

Creating independent bibliographies
= (Choose the items in your Zotero library that are to makeup the bibliography.
= Right click and select Create Bibliography from Selected Items.

| Title Creator |+|R

IETETELLY  Delete Selected Items from Library...
Augustine,
[ Aurelius Ay Export Selected Items...

F Ausbemw Create Bibliography from Selected Items... and Stauba...

Body, Soul,  Generate Report from Selected Items... ‘
Body, Soul, an@ (Holy) Spirit: Karl Barth's Theological Frame... CORTEZ

Book Reviews. Berkley
Book Reviews. Berkley
\.] Choral Song in the Next Church Decade Smith
[ Christ : the sacramental word Brown and Loades 1

<>

[Z Christ, faith and history : Cambridae studies in Christoloay ~ Sykes and Clayton

= Select the appropriate Citation Style and select the Output Format as Save as RTF.
Click OK.

Citation Style:

American Sociological Association &
Chicago Manual of Style (Author-Date format) m

Chicago Manual of Style (Full Note with Bibliography)

Chicago Manual of Style (Note with Bibliography) -
Chicago Manual of Style (Note without Bibliography) 4

) |
Haruard Dafaranca farmat 1 fAuthar_Natal

Output Format

® save as RTF g

() save as HTML
O Copy to Clipboard (Rich-text formatting will be lost.)

O Print

( Cancel ) HH

=  Name the file and choose a location for the file.

You can also create bibliographies of an entire collection.
= In the left column, right click on the collection you wish to create a bibliography for.

CRNSTthae [Tite

S Annctis

| Imported ThuA  New Subcollection...

> Tillich .
- Rename Collection...

Remove Collection...

Augustine

Augustine, Saint, Bp. _ Export Collection...

Create Bibliography From Collection.. .
GCenerate Report from Collection...

Augustine, Saint, Bp

= Select the appropriate Citation Style and select the Output Format as Save as RTF.
Click OK.
= Name the file and choose a location for the file.

10



A few things to be aware of with Zotero
Zotero is pretty great but it's not without its flaws. In time these there will probably be
solutions, but as it stands, here are the downsides to Zotero.

Duplicates
Zotero is unable to prevent and remove duplicates. To keep your library up to date, you
will have to manually delete all duplicate records.

Citation styles
Zotero covers most basic citation styles such as Chicago Manual of Style, APA, and MLA
but it has a long way to go to match the output styles available through EndNote, which
has over 2,900.

Backup
Zotero may live in your web browser, but your information is stored in your computer.
The positive side of this is that you can access your library from anywhere and need not
be online. The negative is that it is possible to loose your library should your computer
crash or get stolen. For information on how to backup your information or to run
Zotero from a portable device (removable USB drive or iPod) visit Zotero’s frequently
asked questions.

Want to know more

Contact academic.services@ptsem.edu.

Visit Zotero support for more tutorials, faq’s, and the user forum.
Visit Jacob Glen's site at the University of Michigan.
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