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What will we talk about today

1. What is Zotero

2. Download and create your own account

3. Collecting references

4. Attachment and notes

5. Getting your library organized 

6. Bibliography

7. Group Collaboration



https://www.zotero.org/


Get started

DOWNLOAD Zotero 6 (client version)

INSTALL Zotero Connector for the browser

REGISTER
Free account to synchronize references, notes and 
attachments on multiple computers and to share and 
collaborate with colleagues

SYNC Zotero Desktop > Edit > Preferences > Sync > Settings



Collecting references

1. Collecting by Zotero Connector

2. Importing a file (indirect import)

3. New Item button

4. Using the “magic wand” 

Always check the references you’ve captured! 



Attachment and notes
1. Automatically download the pdf with the Connector
2. Drag and drop
3. Use the paperclip icon to attach the pdf
4. Attach a link to a file on your hard drive

You can also attach notes to an item and sync them.

Zotero free storage for attachments is up to 300 MB



Getting your library organized 

Collections and subcolletions

• hierarchical organization of files
• a reference can exist in multiple collections

Tags

• automatically added from the web
• manually added
• tag selector to manage your tags



Bibliography: definitions

Bibliography: is a list of sources used in the preparation of your 
thesis. It gives full publication details of the sources.

In-text citation: is the brief form of the reference that you include 
in the body of your work. 

Citation style: is a set of rules that specify order, syntax and text 
formatting of information in a reference. 





Creating a bibliography
Bibliography (list of references)

• choose one or more references and right-click to select “Create 
Bibliography from Selected Item(s)…”

• select a citation style

Citations and bibliography in a paper

• installing the plugin for Word, LibreOffice or GoogleDocs
• use the icons to add/edit citation, note and bibliography
• choose a citation style



Inserting quotations

• open PDFs in a built-in reader within the main Zotero window, 
in a new tabbed interface

• mark up PDFs with highlights, notes, and image annotations
• right-clicking on the parent item in the items list and choosing 

Add Note from Annotations
• in Word (or LibreOffice or Google Docs) click on “Add note”



Exporting from Zotero to BibTeX

• choose one collection and right-click to 
select “Export collection…”

• select the BibTeX format > and click OK
• navigate to the directory where you are 

storing your manuscript (your .tex file), 
and save the file



Groups

With groups, you can collaborate remotely with project members, 
set up web-based bibliographies for classes you teach, and so much 
more.

Group Libraries are wholly separate from your personal My 
Library.

CREATING GROUPS > zotero.org > Groups > Create a new group

https://www.zotero.org/groups


Groups Type
Public, Open 
Membership

● The group page is public, and anyone can join instantly
● The library can be shown or hidden to non-members
● Open public groups do not allow file sharing

Public, Closed 
Membership

● Anyone can view the group page
● It's necessary an invitation to join the group
● The library can be shown or hidden to non-members
● If administrators enable file sharing, group members 

can access and share files in addition to references



Groups Type

Private 
Membership

● Only group members are able to see the group’s page
● If administrators enable file sharing, group members 

can access and share files in addition to references

INVITE new group members > Group page > Member settings >
Send More Invitations



Groups through the Zotero Client

• If you have enabled data syncing and are a member of a group 

with an enabled library, the group library will appear in 

Zotero's left pane

• Items can be dragged into a group from My Library or another 

group and viewed or edited by other group members, if their 

permissions allow it



Groups Tips

• If group file storage is enabled, it will count against the owner's 

storage quota (300 MG for free account)

• We recommend setting up a separate account for the team to 

function as the owner of the group

• At least two people must know the login information 



For more information

➔ Take a look of Zotero Documentation

➔ Ask our Library Helpline a question  

➔ Visit our Reference management page

https://www.zotero.org/support/start
https://bibliotecadigitale.cab.unipd.it/en/helpline
https://bibliotecadigitale.cab.unipd.it/en/search-tools/reference-management


Thank you for your attention

Lisa & Elisa


