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This guide is a comprehensive introduction to using Zotero at Massey University.
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Getting & Setting up Zotero

Zotero 9.0 was released in April 2026. Core functionality remains unchanged from previous versions. Recent
upgrades have introduced features such as a redesign of the item pane, and the option to switch to ‘dark’
mode in the user interface as well as when viewing PDFs and EPUB content.

Download Zotero

1. Get and Install Zotero
Go to zotero.org/download and select Zotero 9.0 for Mac or Windows (as appropriate). Zotero will detect
which operating system you're using.

z @ z
Zotero 9 for Windows Zotero Connector

Your personal research assistant Save from your browser with a single click

Download (64-bit) Install Firefox Connector

Also available: Windows ARM

Installation Help

Other versions ~ Zotero Connectors for other browsers ~

Open and run the program. Once installed drag the icon to your dock/toolbar.

2. Install the Zotero connector.

Zotero will automatically detect which web browser you are using (prefer Chrome, Firefox, Safari, and Edge.
Other browsers may be supported ).

Restart your browser.

Mac users: note that you don't need to install a connector as it comes bundled with Zotero for Mac.
Instructions are on the download page. While Safariand Edge are now better supported there are a few
inconsistences — Chrome or Firefox are the preferred options.


http://www.zotero.org/download/

Create & Sync your Zotero Account

Register for a free online Zotero storage account.
You will be prompted to do this. If you are not, go to
Zotero.org/user/register

This allows you to store all your sources on the Zotero cloud
server, enabling syncing your library to other devices, creating
group libraries to collaborate with other Zotero users and
backing up your library.

Storage

Register

Register for a free account - Log in to your account - Forgot your password?

If you haven't already created a Zotero account, please take a few moments to
register now. It's a free way to sync and access your library from anywhere, and it
lets you join groups and back up all your attached files

Username

https:/ fwww.zotero.org/ <username>

Email
Confirm Email
Password

Verify Password

Note: You can store as many PDFs as you like in Zotero on your own device. However your free online
Zotero account is limited to 300mb of storage, which can fill up quickly. Manage this in your settings [see
below, and p.4]. Additional storage can be purchased (if required) on the Zotero website

Configure your Settings

Open the Zotero application

On a PC: In the Edit menu, select Settings. On a Mac: In the Zotero menu, select Settings.

1. Enter your details in the Sync tab

.... enter the username and password you created when setting up your online Zotero account. Then click

‘Link Account’,

Zotero Settings

{& General i

Sync
= Sync
Data Syncing

T, Export Username: link Account...
" : Choose Libraries...
= Cite
Sync automatically
R Advanced (O sync full-text content
About Syncing
File Syncing

() Sync attachment files in My Library using Zotero

Download files

(O Sync attachment files in group libraries using Zotero storage

Download files

Unticking the File Syncing options
(for attachment files and group
libraries) is recommended unless you
are likely to only have a small number
of full-text PDF sources, or are willing
to upgrade to a paid account for
increased online storage in your
Zotero Web/cloud library.

Leave the first Data syncing option

ticked to allow syncing of source data
between a Zotero library on different
devices.



https://www.zotero.org/storage

2. Install and activate the word processor plugin

Word processor plugins are bundled with Zotero and should be installed automatically when you first start
Zotero. If not, select the Cite tab, then scroll down to the Word Processors section and click on Install

Microsoft Word Add-in to get the latest version. A restart of Word may be required.

Zotero Settings

& General
Cite

3 Sync
Style Manager

Title
Chicago Manual of Style

T, Export

Chicago Manual of Style
Chicago Manual of Style

|EEE

Modern Humanities Research Association 4th edition (note with bibliograp... 5/

17th edition (author-date)
17th edition (full note)
17th edition (note)

Cite Them Right 12th edition - Harvard
Elsevier - Harvard (with titles)

Modern Language Association 9th edition

Nature

Vancouver

Get additional styles...

Citation Options

_JInclude URLs of paper articles in references

Updated
5/13/2024

When this option is disabled, Zotero includes URLs when citing Journal, magazine, and newspaper articles only
if the article does not have a page range specified.

SWIQ =

w Advanced

Style Preview

Word Processors

Microsoft Word

The Microsoft Word add-in is currently installed.

Reinstall Microsoft word Add-in

The LibreOffice add-in is not currently installed.

Install LibreOffice Add-in

[ Use classic Add Citation dialog

Help
Next, open Word to look for the Zotero fle Home Insert Draw Design
toolbar — select the Zotero tab:
'z | <O 0
Add/Edit  Add/Edit Add Add

If it's not there go to Word Processor
Plugin Troubleshooting on the Zotero

website.

Citation EBibliography = Annaotation Mote

Zotero

Layout

f:; Refresh

References

{‘3}‘ Document Preferences

&5 Unlink Citations

Mailings

Review

View

To use Google Docs with Zotero, you must have downloaded the Zotero program and the connector to the
browser you use to access Google Docs. Using Zotero for the first time in a document will prompt you to

authenticate the plugin with your Google account. You can then begin inserting citations from your Zotero
libraries just as you can with Word.

Help


https://www.zotero.org/support/word_processor_plugin_troubleshooting
https://www.zotero.org/support/word_processor_plugin_troubleshooting

3. Configure general preferences

Z) Zotero Settings x
In the General tab uncheck, if applicable, the
following boxes under Miscellaneous: —— General
B Appearance and Language
= If you do not want PDFs to be automatically 1, Export Colorscheme: O Avtomatic O ight () Dark
downloaded into Zotero, uncheck the box next _— Language; | _Aulomati Gnglsh New Zesand) v
to Automatically attach associated PDFs S S it I
- . . &R Advanced Header Citation Style;  MLA Handbook 9th edition (in-text citations) v
and other files when saving items. e g =
If you leave this option checked, go back to the
SynC tab and UnCheCk the File SynCing Of :E:;:‘::\gm\\yaﬂachassociated PDFs and other files when saving items
attachments options. This will stop full-text P
PDFs attaching to your online Zotero account vtomaticlly take snapshots when cresting ems fom web pages
(which has a 300MB limit), but not in the -
Library on your own device. ;:er':nmal::)mmu(auyrename files based on the details of the parent item (title, author, etc) and
z:etﬁl lh:;:l:nrﬁz: in sync as you make changes. Downloaded files are always initially named based
= Itis recommended you uncheck confaure e enamin.
Automatically tag items with keywords
and subject headings to prevent Zotero
from automatically importing subject headings
from databases.
4, Dark mode
Zotero 9 offers the option to set your interface to ‘Dark’
mode. To enable this go to Edit, select Settings, and under oo
the General tab select the ‘Dark’ option. S e Aopesrance and Lamgonge

2, Export Color Scheme: Q' Autematic () Light

Language:  Automatic (English (New Zealand)) v

5 cite
Item Pane Header:  Bibliography Entry v
& Advanced Header Citation Style:  MLA Handbook 9th ediition (in-text citations) v
Header Language:  en-NZ v
File Handling

@ Automatically attach associated PDFs and other files when saving items
@ Automatically retrieve metadata for PDFs and ebooks

@ Automatically take snapshots when creating items from web pages

File Renaming

Zotero can automatically rename files [ on the details of the parent item (title, author, etc) and
keep the filenames in sync as you makianges. Downloaded files are always initially named based
on the parent item

Configure File Renaming.

File  Edit

My Library

My Library tl ~  Creator
Chapter 1 - o

in Kaupapa Maori Hoskins and Jones

Critical survey of graphic no: lependents & underground classics Beaty and Weiner

Duplicate Iterr
Unfiled tems

Trash

architecture, and performatiy
amanic technologies Birringer and Mitra



Adding Items to your Zotero Library

Create Collections

Everything added to your Zotero Library appears i wy tibrary

in *My Library’ but you can also duplicate items - .
into any number of folders (Zotero calls them s QU@ B AR D
~ [ My Library

collections) and sub-collections. Create a new —Jille
collection by clicking the folder icon above the Recently Read £/ New Collection X
\ : ’ . £ Assignment 1
My Library’ pane. (Create a sub-collection by £ Chapter 1 Name:
right clicking on an existing collection and £ Chapter 2
selecting New Sub-collection.) 3 Photography Create i

3 Thesis chapter 1 i My Lib

=! My Publications = My Library N |
When a collection is open any items you save DU = siE |

. . . Unfiled Ite Cancel |

will automatically be filed into that folder as well = Trzshe me Seteseleeen e

S NI U P SISO S TATG TETSC U o uanan |

as automatically added to My Library.

Saving Web Pages

Zotero can recognize descriptive information (‘metadata’) from many different forms of web pages.

To save a web page just click
on the source icon

to the right of the address bar. and-these-days-and-thats-terrible-for-the-environment/ 0] 1}*
BEo

The appearance of the icon will B rouo G GOBI £ COVID-MU £ AkoCoCA EF Zotero & NzLibraries

change for different sources

(webpage, newspaper, book o Saving to [ Dummy v [+
etc). The metadata and a L] Every Brand Is a Climate Brand These Days, an...
snapshot of the page will be Snapshot

saved to Zotero.



Saving Sources from Library Databases

You can import reference data for sources C @ O B hipsecspebsohostcomieds T " ® o Da
from most Library databases into Zotero
';C't“‘:;”g Discover and other EBSCO Anthropocene : a very short introduction /
atabases. - i
Erle C. Ellis (First edition)

To save individual sources click on the
book or article title to open the full record,
then on the source icon to the right of the address bar (as for a Web page).

To save multiple items from a list of search results, click the

folder icon. This will generate a list of sources on the page. is8bquery=anthro... @ & * |
Check the ones of interest and then ‘OK’ to import them to oCoCA B Zotero » | B Oth
Zotero

_Select which items you'd like to add to your library: )

(] Anthropocene : a very short introduction / Erle C. Ellis (First edition)

[_] Anthropocene : Burtynsky, Baichwal, de Pencier

[ The anthropocene : approaches and contexts for literature and the humanities / edited by Seth T.
("] Ending the Anthropocene : essays on activism in the age of collapse / Lieven De Cauter

[_] Anthropocene psychology : being human in a more-than-human world / Matthew Adams

[ ] The Anthropocene : key issues for the humanities / Eva Horn and Hannes Bergthaller (First Edition;
(] Anthropocene Antarctica : perspectives from the humanities, law and social sciences / edited by El
[_] Anthropocene geopolitics : globalization, security, sustainability / Simon Dalby

[C] Governing the Anthropocene : novel ecosystems, transformation and environmental policy / Sarah
[_] Anthropocene encounters : new directions in green political thinking / edited by Frank Biermann,
[ "] Against the anthropocene : visual culture and environment today / T.J. Demos

[_] After the anthropocene : green republicanism in a post-capitalist world / Anne Fremaux

Select All | | Deselect Al | Cancel || OK |
Tha O anhac and FAr ira and tha hiimanit

Note: if there is no Zotero icon visible on the address bar you may still be able to use the export tool
provided by a database. Zotero supports export from BibT7ex, RIS, Dublin Core RDF and other formats.

Google Scholar

Exporting items from Google Scholar is essentially the same as other databases. To save individual items
simply open the source from the results then save it using the icon on the address bar.

To save multiple items from a search result, click the folder icon to generate a list of sources on the page,
then check ones you want to save [as above].

Add Items by Identifier

You can also use Zotero’s built-in ‘identifier’ tool to

import sources. Click the ‘magic wand’ icon on the "™
menu bar above the main library to activate. Enter o |Bp B O

H . VMMY L‘brary L nier 5, 5 s, arxiv IDs, or iDcodes to a o your library:
identifiers such as ISBNs, DOIs, and PubMed IDs. £ chapter 1 o7 IEt 58NS, D015 PNIDS, 30 D=, or ABS Bibcodes fo 2dl fo your lbren
Zotero will sesarch for the metadata and, if e .

available, use it to create a record.



Check Citations for Accuracy

Although most of the reference information in Zotero records will be fine, you'll need to check every item's
data as some of it may not be accurate. Metadata from the original source can go into unexpected fields or
may need editing. Click any field to edit the information in it.

By # T O~
Title

[l civic actions : artists' practices beyond the museum
? D Critical Conversations in Kaupapa Maori
» = Deleuze, Philosophy, and the Materiality of Painting
» = Digital fashion innovations for the real world and metaverse
» = Feminist geographies in Aotearoa New Zealand: cultural, social and political moments
» = Footpaths, tree cut-outs and social contagion drive citizen greening in the road verge
[0l The aesthetics of atmospheres.

Check whether your reference is displaying correctly
for your chosen style using the preview at the top of

the ‘Info’ pane.
Note that Zotero's output for APA style does not

automatically change ‘title’ case to ‘sentence’ case as

APA requires.

To change titles that are not in sentence case for APA

or other styles, right-click on the title and select
Sentence case.

PLEASE NOTE:

Qv all Fields & Tags Ambrose, D. (2006). Deleuze, Philosophy, and the
- Materiality of Painting. Symposium, 10(1), 191-211.
Creator & https://doi.org/10.5840/symposium200610114
French and Loxle
Y [& Infg, -~

Hoskins and Jones =
Itern Type  Journal Article
Ambrose =
Sayem = Title Deleuze, Philosophy, and the
¥ Materiality of Painting
Adams-Hutcheson et al. T I ~ o
Author \Ambmse \ Darren OO @ @& -f
Marshall et al. T i - —
‘ublication  Symposium
Bhme i

olume 10
Issue 1

Pages 191-211

Title  Deleuze, Philosophy, and the
Materiality of Painting

ithor  Ambrose, Darren Copy

ation  Symposium Paste

lume 10

[ssue 1 Title Case

Az SR [ Sentence case ]
Mt s A Al

As of May 2026 citations for both print books and ebooks are not always displaying correctly when imported
from Discover. You may need to adjust the ‘Item Type’ field and check/edit other fields accordingly.

Y



Manual Entry of Sources

If you can’t automatically save or export items from a website you can it My Library

create a manual entry. Use the drop-down menu attached to the New

Item button to choose the type of source you want to enter e.g. e} Q [3 -
Journal article, Blog post, Book section [Zotero's term for a chapter] ~ T My Library Artwork
etc. Recently Read S

3 Assignment 1

E Chapter 1 Book Section

5 Chapter 2 Tegz

Phot

B _ography Dataset

3 Thesis chapter 1

=) My Publications Artwork

Info | Notes | Tags ‘ Related

Item Type: Book Section

Series Number:
Volume:

# of Volumes:
Edition:

Place:
Publisher:
Date:

Pages:

Saving & Working with PDFs

If selected in the Preferences
Zotero will automatically download
a full-text PDF of a source when
adding the reference to the library
(if one is available).

Any PDFs already stored elsewhere
on your device can be saved to
Zotero by dragging and dropping
them into ‘My Library’ (or any of
your collections) on the left-hand
side of the screen. Zotero will

AvYyVvVvYyVvVYTYyy

Duplicate ltems
Unfiled ltems
@ Trash

™

Audio Recording

Bi

This will open a form in the right-hand pane. Enter the details you have
about your source in the relevant fields. You don't have to complete all

T;tle - fields, just those needed for your citation style for the item/source type.
~ Author: (last), (first) i
Abstract: Remember to check the requirements for your chosen style.
Book Title:
Series:

A review of cognitive abilities in dogs, 1911 through 2016: more... Arden et al. 206 @ (...) Abstract
Why did ‘cation

y @ Progress catior

4° Why do olume
Howto! Metadata Retrieval Complete Issue

o] Pet Ros{ Close fooes
The Effe Date

: % PDF Name Item Name Beries
" G " 10.1007%2Fs10071-018-1172-4.p... "Who's a good boy?!" Dogs prefer naturalistic dog-directe... B Title

] 8 Text

#Abbr

guage

L3 DO

ISSN

ft Title

automatically search for metadata; if found it will then create the record and attach the PDF.

s URL
" Accessed
Archive

Las in Archiva

NOTE: to prevent hitting the storage limit of your free online Zotero account, go to Preferences > Sync tab
and uncheck Sync full-text content [see p.4].

Infant-di/
Animal C

2018-3-{

en
10.1007/:
1435-94
‘Who's a
http://linl
3/9/2018



If retrieving metadata doesn't work, you'll need to manually add the information to the item. Right click and

choose Create Parent Item:

I LSS YU NS DI LU R a MW= ed, [y ian e

™ Four opportunities to design for wellbeing Poster-{

IE Hello world: where design meets life

I:I John Thackara: Design for things that matter in De

= John Thackara: Design for things that matter in De

[ Looks good, feels good, is good: how social design
Organizing Design-for-Wellbeing Projects: Using tk
Positive design: An introduction to design for subje
Technology. wellbeing, and freedom: The legacy of

View PDF
Show File

Show in Library

Remove Item from Collection...

Move Item to Trash...

Export Item...

Create Bibliography from Item...

Generate Report from Item...

Retrieve Metadata for PDF

Create Parent Item

)

Reindex Item

LUnigLL diidd L.

VLA JEULE, ted

12/07/2017, 445...

. 12/07/2017, 447...
13/07/2017, 9:12..

2. 13/07/2017, 9:11...
2. 12/07/2017, 448...
.. 12/07/2017, 5:08...
2.. 12/07/2017, 4:18...
2. 12/07/2017, 4:23...

Now, you can fill in the information for the item manually. Make sure you change the Item type to the
correct entry as this controls how the citation is formatted.

Title ~ | Creator Y... Date Added & B
Connect: design for an empathic society Wildevuur 2. 12/07/2017, 4:51...
Designing for social change: strategies for community-based graphic ... Shea 2. 19/07/2017, 9:27...
Designing for the common good: a handbook for innovators,designer... Dorst et al. 2. 12/07/2017, 4:56...
=| Designing for well-being: a case study of keeping small secrets Diefenbach et... 2... 12/07/2017, 4:24...
=| Designing moments of meaning and pleasure. Experience design and ... Hassenzahl et... 2... 12/07/2017, 4:22...
Designing your life: how to build a well-lived, joyful life Burnett and E... 2... 12/07/2017, 4:57...

>EZl Four opportunities to design for wellbeing Poster-Al.pdf 7/09/2017, 1:04:... =
Hello world: where design meets life Rawsthorn 2. 12/07/2017, 4:47...

>l John Thackara: Design for things that matter in Design inspirations by 13/07/2017, 9:12... @

> &, John Thackara: Design for things that matter in Design inspirations Factory 2. 13/07/2017, 9:11... =
Looks good, feels good, is good: how social design changes our world  Zwaag et al. 2. 12/07/2017, 4:48...

>[Z] Organizing Design-for-Wellbeing Projects: Using the Capability Appro... Steen 2. 12/07/2017, 5:09... =
=| Positive design: An introduction to design for subjective well-being Desmetand ... 2.. 12/07/2017, 4:18...
=| Technology, wellbeing, and freedam: The legacy of utopian design Dorrestijn an... 2.. 12/07/2017, 4:23...

v

Info | Notes. | Tags | Related ‘

[ Itern Type Presentation

Iitle

5 to design Tor wellbeing

Four opportuniti
Poster-Al.pdf

* Presenter (last). (first)

Abstract

Type

Date

Place

Meeting Name

URL

Accessed

http://studiolab.ide.tudelft.nl/diopd/wp-con...
12/07/2017, 445:04 PM
Language
Short Title
Rights
Extra

Remember to check that the information attached to any PDFs you import is accurate [see p.7].

Zotero 9.0 includes a PDF Reader that allows
to open [in a tabbed interface], read, annotate

and add metadata to any stored PDF. To activate

this you will need to choose to open them with
Zotero — go to Preferences > General.

There is also a ‘Read Aloud’ function which reads
stored documents to you in high-quality, natural-

you

Attachment titles are different from filenames. To support some workflows, Zotero can show
filenames instead of attachment titles in the items list.

73 Sync
[_) Show attachment filenames in the items list
In .I. Export
Reader
s, Cite
" Open PDFs using Zotero v
% Advanced Open EPUBS using + Zotero

sounding voices. It works on PDFs, EPUBs, and

webpage shapshots. For more information click

here.

Open snapshots using

O Open files in ney

System Default

Custom...

Show tabs as

Title - Creator - Year v



https://www.zotero.org/blog/zotero-9/

Creating Citations & Bibliographies from Zotero

The following refers to working with MS Word docs (Mac or Windows); Libre Office works similarly.
Zotero also offers Google Docs integration [see p.12].

Inserting Citations in Word Documents
Note: if the Zotero tab is not showing in Word then go to the Zotero site documentation for guidance.

@ Hm rnjl |_1J 8 Document Preferences - ENSUFE yOUr Zotero Library is open. In your Word document,
Z —~ o e .

adareat | adaredic rd Rae | Refresh place your cursor where you'd like to add a citation in the
Citation Bibliography | Annotation Mote | ¢@ Unlink Citations text and click Add/Edit Citation in the Zotero toolbar.

Zotero

Select a Citation Style

The first time you insert a citation in a new document e — x
you will be prompted to choose a citation style. Citation Style:
Commonly at Massey this will be APA 7t edition or American Chernical Society

American Medical Association 11th edition

MLA 9t edition.

American Political Science Association

American Psychological Association (APA) 7th edition

American Sociological Association (ASA) 6th/7th edition
Chicago Manual of Style 17th edition (author-date)
Chicago Manual of Style 17th edition (full note)
Chicago Manual of Style 17th edition (note)
Cite Them Right 12th edition - Harvard
Elsevier - Harvard (with titles)

Manage Styles...

Language:  English (US) ~

@ automatically update citations

» Advanced Options

Zotero - Document Preferences x Note: if you do not see the style you want listed, you'l
Ctation Style need to click on Manage Styles then click on Get
additional Styles...

American Chemical Society

American Medical Association 11th edition

American Political Science Association

American Psychological Association (APA} 7th edition Find the Style you want and click on the title. Click on
Am.er\can Sociological Association (ASA) 6th/7th edition II‘ISta". Thls Sty|e W|” now be |ISt€d When you go baCk
Chicago Manual of Style 17th edition (author-date)

Chicago Manual of Style 17th edition (full note) II’ltO WOI‘d tO |nsert the fIrSt Cltatlon-

Chicago Manual of Style 17th edition (note)
Cite Them Right 12th edition - Harvard

Elsevier - Harvard (with titles)

[ Manage Styles... ]

Language:  English (US) ~
@ Automatically update citations

» Advanced Options

10


https://www.zotero.org/support/word_processor_plugin_troubleshooting

Once the style is selected a red Zotero search bar will open. Type key words from the source title or
author you want to insert - a list of options will appear. Select the desired item and press Enter twice.

Ml M P AN l_g =

) At AZBOUCLIGES | AmDUCIALEC

Asudlebdie Astiblebdke (L AUDDU ) ** A= v 3 17 |eell” )T

= === - "’ =
= =S| Ear) | Ze dissheading | dissquote Normal || NoSpacng | Heading 1 [@  TextBox Shape Picure : Themes
T 1. SR WS SR BT XY, T WA Y EET ST PrES BTNY L S OV E
e o e B e e o T R s
than all; ing all to the g for the probl i lon of

identitics, cxplores the complex role of migrant.’ While Zamindar looks closcly at the
evacuce property and permit system and how it affected Indian Muslims specifically,
Chaugeli waces political T and q peri in both Pakistan and
India to assign more agency to migrans in the process of nationality making* Thisisa
debate that we will engage with in the course of this essay. Their work provides an
interesting basis for this essay for they both e that the jon of identity
was problematic, that migration was a part of the process and they use different but
equally valuable sources to explain why and how it came to be this way.

A Roy, ping Cl hip in
2010), 22.
' Ibid., 27.
[RAVPPITPS ST Y N (P 2T N It 1 ' ¥ 7. The long Partition and the making of modern South Asia: refugees, boundaries, histories
South Asia; Refugees, Boundaries, Historiesgia il el g el e e D S A G

University Press, 2007) Settling Partition Hostilities: Lessons Learnt, the Options Ahead

* Joya Chatterji. “South Asian Histories of € kymar (2003), Divided countries, separated cities: the modern legacy of Partition, Oxford Universi...
Journal 55, no. 04 (2012): 1049-1071.

+ {Ciration} Divide and quit: an eyewitness account of the partition of India
Moon (1998), OUP: Delhi.
The Di of ‘Nationh ' and igi A Survey and Critique of Studies on Population D...

Haque (1995), Journal of Refugee Studies, 8(2), 185-209.

Recovery, Rupture, Resistance: Indian State and Abduction of Women during Partition
Menon and Bhasin (1993), Economic and Political Weekly, 28(17), WS2-WS11.

An Archive with a Difference: Partition Letters
Butalia (2001), The partitions of memory:- the afterlife of the division of indfa, Permanent Black: De...

My Library

Life after partiti gration, and strife inSindh, 1947-1962
Ansari (2005), Oxford University Press: Karachi ; Oxford.

Inserting Multiple Citations

After selecting the first item, don't press enter, but type the
key word for the next one, select from the listing and the
next will appear.

2- | Smith, 1776 | Manx 1867

My Library
Das Kapital
Marx (1867).

Editing Citations

Any errors that appear in in-text citations MUST be

. . Document Preferences
corrected in Zotero, notin Word. Once you've made ‘o Dm @ | ) si}
corrections in Zotero, click the Zotero Refresh Add/Edit | Add/Edit Add Add
button on the toolbar to update your document. Citation_ibliography | Annotation Note | €35 Unlink Citations

Zotero

Always use the Add/Edit Citation button in the Zotero toolbar if you are making changes like those
following.

To edit an in-text cite, highlight the citation, then click Add/Edit Citation on the toolbar.
Place your cursor inside the blue highlighted citation and an editing box will pop up:

F A8l Castree
An official welcome to the Anthropocene epoch - but M

cal col

i be the | ::;z:“;;:;z:‘j;;m ined larg Add or edit page numbers, prefixes or suffixes, or
ner) Secc of ‘techr omit an author (as required), then press enter twice.
y,and‘r tered co

is—thisa prompt n

nderstan g W resear

o design

11



To delete a citation, highlight/select the citation (all the greyed area), click delete, then click the Zotero
Refresh button.

Creating References and Bibliographies

You can create a Bibliography/References list at any time once @ M ﬁ |_1J £3% Document Preferences
. . s 11

you've added a few citations. Position your cursor at the end of o s s raa O Refresh

the doc then click Add/Edit Bibliography. Zotero will insert a Citation| Bibliegraphy | [Annotation Note | 33 Unlink Citations

Zotero

fully formatted and alphabetized bibliography in whatever style
you have previously chosen. All in-text cites subsequently inserted will automatically generate a reference in
the bibliography in alphabetical order.

Once you've created a bibliography, click the Add/Edit Bibliography button again to open a window
where you can select and add additional items to the bibliography that you haven't cited in-text, or remove
cited items from the bibliography.

Zotero will also integrate with writing tools such as Scrivener or Overleaf - though with more limited
functionality than Word. See the Princeton University Library guide.

Using Zotero with Google Docs

In brief. For fuller detail see Using Zotero with Google Docs. L -
Format Tools Add-ons Help |l changes saved in Drive
When you open a Google Doc in a browser with a Zotero connector ™™ =~ ** Auclodd clistion..  CHIFANG o R |!

Add/edit bibliography

installed, you'll see a Zotero tab added:

Document preferences
Refresh

To add a citation to your document, select "Add/edit citation" from Unlink citations
the menu or click on the Z button in the Google Docs toolbar (far

right). Choose your citation style when prompted and then add citations and create bibliographies as
described for MS Word [above]. Note that there are some limitations:

= (Citation inserts and edits slow down significantly as the number of citations in the doc increases — you
may want to disable automatic citation updates in the Zotero document preferences.

= You can't copy + paste Zotero citations between documents; copying citations within a document is OK.

= Text formatting related to citations may be limited.

= If someone views the document without the Zotero Connector installed, or if you download the
document without first making a copy and unlinking citations, active citations in the document will show
as links such as https.//www.zotero.org/google- docs/?abci23.

Quick Copy

To quickly add a full reference citation to a document or email, select items in the centre column of your
Zotero library and drag them into the desired text area - Zotero will automatically create a formatted
reference.

To copy an in-text citation instead of a reference, hold down the Shift key and drag.
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Fuller Bibliography or Citation List

Highlight the required references in your Zotero library and
then right-click (ctrl-click on Macs) to select Create
Bibliography from Selected Item(s).... Select a citation
style for your citation/bibliography format and choose to
either create a list of Citations or a Bibliography.

Then choose one of the following four ways to create your
citation/bibliography:

= Save as RTF to save the bibliography as a rich text file.

= Save as HTML to save the bibliography as an HTML file
for viewing in a web browser (will also embed
metadata).

= Copy to Clipboard to save the bibliography to your
clipboard then paste into any document.

= Print to send your bibliography straight to a printer
[if enabled on your device].

Zotera - Create Citation/Bibliography X
Citation Style:
American Chemical Saciety

American Medical Association 11th edition

American Political Science Association

American Psychological Association (APA) 7th edition

American Sociological Association (A454) 6th/7th edition
Chicago Manual of Style 17th edition (author-date)
Chicago Manual of Style 17th edition (full note)
Chicago Manual of Style 17th edition (note)

Cite Them Right 12th edition - Harvard

Elsevier - Harvard (with titles)

Manage Styles...

Language: English (US) v

Output Made: O Citations © Bibliography

Qutput Method:
O save as RTF
D Save as HTML
© Copyto Clipboard

O Print

“ Cancel

Working with Notes

Zotero includes a Notes function that allows you to add
comments on sources. These are inserted under the

Notes tab to the right of the main /nfo tab.

Features include a range of basic editing tools and a link

inserter.

“2 I <L)

Add/Edit  Add/Edit Add Add
Citation Bibliography = Annotatio Mote

Zotero

{é} Document Preferences
f:; Refresh

&5 Unlink Citations

French, B, & Loxley, A. (2017). Civic actions: Artists’ [g
practices beyond the museum (Wellington Main

Collection 700 Civ: 1st edition). Museum of
Contemporary Art Australia.

D nfo

[tem Type

&

@

Book

Title  Civic actions : artists' practices
beyond the museum
Author  French, Blair
Author  Loxley, Anne =)

Series

In a Word doc click on the Add Note button to select from a
list of notes you want to add. The text of that note will then
be inserted along with the associated citation.

Version 9.0 also allows you to embed images in the Notes area. Simply drag the image into the Notes field
and annotate it with a caption or context. To insert into a document, click Add Note, select the appropriate
note and enter. You will probably need to edit the image with Word’s Picture Format tools
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Group Libraries

Project collaborators are able to set up group libraries in Zotero in order to share sources. Members of the
group need an individual Zotero account as access to the group library is through the Zotero ‘cloud’, and
there must be sufficient storage space to host group sources. If you intend to store full-text PDFs of the
sources (not just the references) you may need to purchase additional storage space. To continue with the
‘free’ service you will have to limit the group references to 300MB - file storage always draws from the
storage account of the group owner. [For an institutional ‘lab’ group there would be an annual subscription

cost, see Zotero Storage.]

Setting up Groups

Go to the upper left-hand corner of the Zotero tool bar and click on File, Z File Edit View Tools  Help
then select New Group. This will take you to the Zotero website for new @y Newlen >
groups. If not already logged into your Zotero account, you'll be prompted g | Adebyidentier.
tO. | Add Attachment >
~ It
| MNew Note B

Create a New Group

Search for Groups - Create a New Group

Group Name

Choose a name for your group

Group URL: https:/fwww.zetero.org/groups/
Group Type

Public, Open Membership Public, Closed Membership Private Membership

Anyone can view your group enline and Anyone can view your group enline, but Only members can view your group
join the group instantly. members must apply or be invited. online and must be invited to join.
@® Choose a Public, Open O Choose Public, Closed O Choose Private Membership
Membership Membership

Review the permissions for each member.

To invite other members click in Member Settings then the
Send More Invitations link. (Best to send a personal email to
invitees to let them know - it may end up in a spam folder).
When invited members click on the link in the email they'll be
added to the group.

New Collection...
| New Group..

[ New Feed >
[ |
Close Cirl+W
|
|

On the Create a New Group page enter
your Group Name then select the Group
Type. If you want to invite only known
people choose Private membership. Click
the Create Group button.

Current Members

Username Full Name Member Since
Ideacon Lauren Deacon 2013-10-06 20:59:38
roberto48 Craig Cherrie 2015-02-03 02:17:38
Update Roles

Member Invitations

Ne pending invitations.
Send More Invitations

Once members are in your group you can also configure their roles — Admin, Member, or remove them.
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To add items, return to your Zotero library on your own device. Your Zotero account will need to be synced

’ S ete et 1 AT SR A At e AP AT S 8 ragrer e e -
before you ” See your grou p fOIder [= Steampunk New Materialism: Interviews & Cartographies. [electronic resource] Dolphijn and Tuin
: : f [ Sustainable D-Consumption New materialisms. [electronic resource] : ontology, agency, and politics.  Coole and Frost 2010
as your group Ilbrary IS Stored in [=) The Archive-Museums. = Ontological quarrels: Indigeneity, exdusion and citizenship in a relationa... Salmond 2012
the Zotero ‘cloud’ SO group [Z Theatre-Gilmer ** Overview-of-new-materialism-approaches Sep 2018 rev.pdf
1 Well-Being & Design = Posthumanism and Design Forlano 2017
mem bers can access |t from thelr [ Zotero =| Posthumanist performativity: Toward an understanding of how matter ... Barad 2003
= My Publications. Sociology and the new materialism : theory, research, action Fox and Alldred 2017
respective devlces_ Group folders o Duplicate ltems =| The Humanism in Posthumanism Soper 2012
R 7 Unfiled Items. Vibrant matter : a political ecology of things Bennett 2010
are ||Sted belOW yOur personal = What if culture was nature all along? Kirby 2017
. Q What if Culture was Nature all Along? edited by Vicki Kirby 2017
folders in the left-hand pane. & Group Libraries

v [@ Climate Change Photography
77 Duplicate ltems
"I Unfiled Items
& Trash

Add items to your group library in 8 Creative Arts Copyright

[ Broader Contexts

the same way as your personal £ Creative Arts
. . a7, Duplicate ltems
collections; click on a group folder, -

& Trash v

then do a search to add some new
citations using the Zotero icon in the URL bar. Alternatively, you can drag and drop items from other folders
into your group folders.

Please note: Article database licence agreements generally do not allow sharing of PDFs with anyone not
affiliated with Massey University.
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Backing Up your Zotero Library

If your data is substantial and vital it is important to back up your Zotero library regularly - ‘syncing’ is not
always totally fool-proof and the Zotero cloud server stores only the most recent version of your library.

Copy your Zotero Directory
Note: before you copy or move any Zotero files be sure to close your Zotero library. Failure to do so could
corrupt the data.

Open Zotero and go to Edit, then Settings, then Advanced, then scroll down and click Show Data
Directory .

Z) Zotero Settings %

& General
The Zotero directory on your computer will
5 Sync Files and Folders
show.
2, Export Linked Attachment Base Directory
= Zotero will use relative paths for linked file attachments within the base directory, allowing you to
. access files on different computers as long as the file structure within the base directory remains the
=, Cite same.
Ease directony: Choose.. Close your Zotero library then highlight all
Advanced -
Revert to Absolute Paths. files on the Zotero directory box (copy the

entire directory, including storage and the

Data Directory Location
Data Directory: C:\Users\jsuther2\Zotero Othe r su bd I reCto rl es) .
Show Data Directory Use Custom Location...

Database Maintenance Now right click to Copy these files and
Check Database Integrity Reset Translators... Paste ﬁles to the backup repository_

For fuller detail see Backing up your Zotero Data.

Save your Zotero directory to an External Device
Go to your backup location (e.g. a USB drive or recognised device), create a New folder and name it as
Zotero. Paste the Zotero files into this folder.

Cormnputer » NANO PRO(F:) » w | ¥4 [l| Search
re with » Burn Mew folder
i Name ) Date modified Type Size
| 1. Zotero 5/10/201511:01 a....  File folder

Be sure to include a date in the name of the saved Zotero backup folder e.g. Zotero 5 Oct 2024.

Further Guidance

Look at the Zotero website Documentation sections: https://www.zotero.org/support/start

or email library@massey.ac.nz

16


https://www.zotero.org/support/zotero_data#backing_up_your_zotero_data
https://www.zotero.org/support/start

