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Zotero is a reference manager ð it will store, manage and cite bibliographic references such as books, 

articles, web pages and other media. 

 

GETTING & SETTING UP ZOTERO  

With the release of Zotero 5.0 (July 2017) Zotero for Firefox and Zotero Standalone have been replaced by a 

single Standalone version. This is a browser-independent application, though you will have to download a separate 

õconnectorõ for your chosen browser. 

DOWNLOAD ZOTERO 

1. Download and Install Zotero 

Go to zotero.org/download and select Zotero 5.0 for Mac or Windows (as appropriate). Open and run the program. 

Once installed drag the icon to your dock/toolbar.    

 

 

 

 

 

 

 

 

2.  Install a connector for your browser of choice  

(Chrome, Firefox or Safari ð NOT Microsoft browsers). 

Restart your browser. 

Mac users: note that while Safari is an option there are 

functionality issues resulting in more complex processes to 

download many scholarly items. Chrome or Firefox are to be 

preferred. 

 

http://www.zotero.org/download/
http://www.zotero.org/download/
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CREATE & SYNC YOUR ZOTERO ACCOUNT  

Register for an Account at Zotero.  

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 to the Zotero server 

(ôcloudõ), enabling syncing your library to other devices, creating 

group libraries to collaborate with other Zotero users and (usefully) 

backing up your library. 

 

 

 

CONFIGURE YOUR PREFERENCES 

Open the Zotero application 

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

1.  Enter your details in the Sync tab 

 é. enter your username and password from your online Zotero account.   Then click OK if using Windows. 

 

 

 

 

 

 

 

 

 

 

2.  Install and activate the word processor plugin  

With Zotero 5.0 Standalone the word processor plugins are bundled with Zotero and should be installed 

automatically for your installed word processor when you first start Zotero. If not there, select the Cite tab and 

click on Install Microsoft Word Add-in to get the latest version.  A restart may be required. 
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Next open Word to look for the Zotero 

toolbar ð select Zotero tab:  

 

If not there ask for Library assistance 

or go to: 

 Zotero website> Documentation 

> Word Processor Plugin Troubleshooting. 

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.  

 

3. Configure general preferences  

In the General Tab uncheck, if applicable, the 

following boxes under Miscellaneous: 

Á To prevent Zotero from automatically importing 

subject headings from databases uncheck the 

box next to Automatically tag items with keywords 

and subject headings.  

Á If you store/attach all downloaded PDFs of 

articles you may reach your [free] Zotero storage 

limit (300MB).  If you do not want PDFs to be 

automatically downloaded into Zotero, uncheck 

the box next to Automatically attach associated 

PDFs and other files when saving items. 

  Alternatively, if you want to store PDFs in your 

Library but not reach storage limits, then leave 

this option checked, go back to the Sync tab and 

uncheck Sync full-text content. This will stop full-

text PDFs attaching to your online Zotero storage 

sources (which has the 300MB limit), but not your 

Library on your own device. 
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ADDING ITEMS TO YOUR ZOTERO LIBRARY 

CREATE COLLECTIONS  

Zotero can organize your research sources into folders termed ôcollectionsõ. You can add a source to any number 

of collections or sub-collections. Create a new collection by clicking the folder icon above the library pane. Create a 

sub-collection by right clicking on an existing collection and selecting New Sub-collection.  

 

When a collection is open any items you save 

will automatically be filed into that collection. 

All items added to collections are also 

automatically added to My Library. 

  

 
 

 

SAVING WEB PAGES  

Zotero can recognize descriptive information (ômetadataõ) 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. 

If more than one option, choose the richest (generally òémetadataó). 

For many websites the data will be thin and a snapshot is the only option 

 

  

The metadata and (if 

selected) a snapshot of  

the page will be saved to 

Zotero. 
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SAVING SOURCES FROM LIBRARY DATABASES  

You can import reference data for sources from most Library databases into Zotero including Discover (and 

other EBSCO Databases). 

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). If this fails, click the Export link on the right, then send it to 

Zotero by clicking the Save button.  Default option should be RIS Format (the required one). 

 

 

To save multiple items from a search result list select them using the folder icon to the 

right of a record in the result list.  When done click the Folders icon in the blue bar top 

of the page and youõll see a list of saved sources. Select all or individual items as 

required and then send them to Zotero using the Export > Save process as above. 

 

 

 

 

 

 

 

 

Google Scholar 

To export items from Google Scholar youõll need to amend the Settings the first time you use it with Zotero. 

 

Go to Bibliography Manager in 

Settings and select  

Show links to import citations,  

then EndNote from the drop 

down options  (EndNote uses 

the same RIS export format).   
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An Import into Endnote link will then appear beneath every result item. Simply click this link to save the data for 

any source to Zotero.  

 

 

CHECK CITATIONS FOR ACCURACY  

 Although most of the reference information that Zotero captures will be fine, youõll need to check every item's 

data for accuracy and correct and/or add if need be. Zotero will accurately import the metadata, but that data 

itself may not be accurate. 

 

Note that Zotero's output for APA style does not automatically change 

ôtitleõ casing to ôsentenceõ style 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. 

  

 

Other fields can be edited by clicking on the field. A blank box will appear for you to type in additional information 

or edits like the full first name of an author.  
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MANUAL ENTRY OF SOURCES 

If you canõt automatically save or export items from any site then you can create a manual entry. Use the drop 

down menu on the New Item button to choose the type of source you want enter e.g. Journal article, blog post, 

Book section[=chapter] etc.  

 

 

 

 

 

 

 

 

 

 

This will open a form in the right pane to enter known details in the 

fields. You donõt have to complete all fields, just those needed for your 

citation style for the item/source type. 

 

 

 

 

 

 

SAVING PDFs     

If selected in the Preferences [see p. 3] Zotero will automatically download the PDF Full Text if it's available from 

the resource/database. You can also save pdfs already on your computer to Zotero by dragging and dropping 

them into a collection. To prevent hitting the storage limit for the free version, go to Preferences > Sync tab and 

uncheck Sync full-text content. This will stop full-text PDFs attaching to your online (ôcloudõ) Zotero storage sources 

(which has the 300MB limit), but not the Library on your own device. 

In 2019 Zotero introduced a new PDF feature that automatically extracts data about a PDF from a number of 

lookups whenever you add one to your Library ð whether by saving or dragging in. If youõre not happy with the 

results, right-click the item and select Undo Retrieve Metadata. 

 

If you have difficulty opening the pdf, try a right click and select Open in External Viewer. 
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If retrieving metadata does not work, youõll need to manually add the information to the item. Right click and 

choose Create Parent Item : 

  

 

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. 

 

 

 

 

 

 

 


