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file) or in the appropriate application (for example, a PPT file opens in
PowerPoint). The Show File menu choice opens the folder on your hard
drive that contains the attachment.

Article PDFs saved from databases often have cryptic filenames.
To easily give an attached file a human-readable filename, right-click
it and choose “Rename File from Parent Metadata.” This renames the
file according to its parent attachment: for example, from “ELI7041.
pdf” to “Educause-2008-7 Things You Should Know About Zotero.

pdf”. This is an easy way to give your attachments filenames you can
recognize at a glance.

Indexing PDF Attachments

Zotero can search the full text of PDFs in your library if you install
an optional component. This is very easy and only takes a couple of
clicks. Open your Zotero preferences from the gear/action menu and
choose the Search tab.

In the section labeled PDE Indexing, click the Check for Installer
bl?tton (higure 3.13). Within a few seconds, a confirmation window
will appear asking whether you wish to install the PDF indexing com-
ponents. Click Install and wait for the components to download. This

may t ;
i _ak'.e a few minutes, but you can minimize the window and ignore
it while it sets up.

SO Syles  ores  Swrtotkeys Advanced

Maximurn charscters W index per e o000 ]

(Detauit:
POF tnduxing A 500000)

Pafotext-Linux-1656 is NOT instalied
PARnlo-Litux- 1636 5 NOT ingtalied
FOF Indexing requires the POTtoten

tand M"Otl.llhﬁl
PreTo.o0g for Cestain plattams. 7o the Xidl project. Zotero can autometically downioad and install these applications from

.mmmm.u
SR o ® Vew the pcumentation for

Index Statistics
moered 6

A bl Gl bk sl il badlid

Partisi. o
Urndexaa: 513
Words: 2753

Figure 3.13. 1o mak

e PD ~ :
tab on the Preferen Fs searchable in Zotero, click the Search

Ces screen and click Check for Installer.
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Once installed, you can “index” any PDF in your library to make it
searchable. Select a PDF attachment in your library. In the right column
details you'll see a line labeled “Indexed: No.” Click the button with two
green arrows next to the “No” to index the file. Zotero “reads” the PDF
briefly to make its text searchable and changes the “no” to “yes.” You
can also index a PDF by right-clicking it in your library and choosing
“reindex file” from the menu.

Of course, PDFs must contain text to be indexed. A PDF that con-
tains only images cannot be indexed or made searchable.

File Links

A file link is an attachment that consists of only a link—a pointer—to
a file. In other words, the attachment just refers to a file elsewhere on
your computer instead of copying it into your library. The advantage of

alink is that it takes up no space in your library, but the disadvantage
fferent computer, linked at-

is that if you access your library froma di :
k by selecting a citation and

tachments are unavailable. Create a file lin
choosing “Attach link to file.”

i be either
A note is a library item that consists solely of text. Notes may be eith
te notes in several dif-

standalone items or attached to citations. Crea
ferent ways:

+ Click the yellow note button at the top ce
pane and choose “Add standalone note” or
selected) “Add child note”

+ Select the Notes tab in the right column while
item, and click “Add”

+ Zotero often automatically ‘
items from online sources. If an online citatio
information that doesn't fit into any of Zotero’s ﬁeld.s,
Zotero will sometimes save the “oxtra’ information into an
attached note.

To edit the contents of a note, jus .

(figure 3.14). Use the toolbar above the text win

nter of the Zotero
(if a citation is

viewing an

creates notes when saving
n contains

t type in the text window
dow to format your
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text (add bold, italics, and so on) if needed. Double-click any note
in your library to open it in a new and larger window that can be
resized if needed.

The contents of all notes in your library are searchable.
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text (add bold, italics, and so on) if needed. Double-click any note

in ?'our'hbrary to open it in a new and larger window that can be
resized if needed.

The contents of all notes in your library are searchable.
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« View Online: open the associated URL ina browser

+ Open in External Viewer: open the attachment in another
program (usually Adobe Reader for PDFs, but other types
of files will open in the appropriate application)

+ Show File: open the folder on your hard drive (inside your

Zotero directory) that contains the attachment file

The above choices change depending on what types of attachments
the reference has.

The Locate button also allows you to look up books a
ina libfal‘y’s catalog or database. Choosing Library Lookup fro.m the
menu searches for the item (book or article) online. By default, Library
Lookup uses the open WorldCat catalog to search for items. You can
specify your own university’s library, however:
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Figure 3.16. Use the ~

i ; search for resolvers * button or enter your
ibrary’s OpenURL address in the Advanced tab of Preferences.

* Ifyoureon campus, click “Search for resolvers” and Zotero
may be able to find your library’s server automatically.
Choose your institution from the drop-down menu.

* Ifyou're not on campus, check with your reference desk or
web/systems librarian to see if they can provide you with

databages,

- 0(l)ther search tools available from the Locate menu include Google
[DOI]a;,uCr(l))ssRef (for looking up items with Digital Object 1dentifier
mbers), and the Pubget article search engine. Choose which
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searches appear on this menu by choosing Manage Lookup Engines
from the Locate menu.

Searching Your Library
Of course, one of the main advantages to saving all your research ma-
terials into a library is so that you can find them again easily.

Basic Search .
Simply start typing a word or name into the search ng at the top of the
center column. As you type, the center column will display all matches
from the currently viewed library or collection. . |
The basic search shows matches from everything in your library:
author names, titles, subjects, tags, and the contents of notes z‘ind
indexed attachments. (When searching a large library or collection,
this can sometimes be slow because Zotero searches each character as
you type it. To speed up the search, put quotation.marks aroun‘clilyou.i
search. Zotero will not search for each letter individually but will wal
unti he quotation marks.)
t Lzzllei%s:rttha? PDFs are not searchable unless you index them:

see “Indexing PDF attachments” above.

Advanced Search £ olass to the left of the
For a more precise search, click the magmfyl.ng glass N
search box. This opens the advanced search wu)l’d'ow. Don —
scare you: as in most search tools, “advanced” just means it p
more options. i
The most common use of the advanced search is or titles, for
or more fields specifically: just to search aflthor na}rlneshiCh Jou can
example. The first search box defaults to a title searc ,Yv:,u can specify
change by clicking Title tobringup a drop-down ment. by clicking the
asearch of any field, and search multiple fields at on;eboy;es
plus sign at the right of the screen to add more searc fma.tch: “con-
Use the middle drop-down list to choose 'the typ:x‘;d match, and
tains” matches any part of the field, “is” requ1‘r€S an rse, excluding
“does not contain” and “is not” do the opposite, of course,

anything that matches the text you enter.
ything

to search one
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Zotero Preferences

O W ® &

Expart Cite Proxies Shortcuts

Search

SOobabars Natongint SR L1 1 1 ' §IgETII TR
[ Check Database Integrity | (Reset Trensitors.,. ] [Resat styees... |

Mumtmh#lourodevdmdnmprobbmshzmmo.Debt.nqlomniisbwdownzowmia?w
Mmﬁhwaldsabbdtﬂmazmodwmrwmm.

[ente ] o wociopad (7 et str st

View Oukout L .

. utput | Submit to Zoters Server i

7{ E | Search for resolvers

E oK ]]Cancd

for resolvers “ button or enter your
he Advanced tab of Preferences.

Figure 3.16. Use the “Search
library’s OpenURL address in t

+ Ifyou're on campus, click “Search for resolvers” and Zotero

may be able to find your library’s server automatically.
Choose your institution from the drop-down menu.

* Ifyou're not on campus, check with your reference desk or
web/systems librarian to see if they can provide you with
your OpenURL address.

Once this preference has been set, Librar
own university’s librar
It should open in a ne
databases.

y Lookup will check your
¥ holdings to locate the item you've selected.
W window with links to your catalog or online

Other search tools available fro
Scholar, CrossRef (for lookin
(DOI] numbers),

m the Locate menu include Google

8 up items with Digital Object Identifier
and the Pubget article search engine. Choose which
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searches appear on this menu by choosing Manage Lookup Engines
from the Locate menu.

Searching Your Library _
Of course, one of the main advantages to saving all your re‘search ma
terials into a library is so that you can find them again easily.

Basic Search h
e

Simply start typing a word or name into the search bo'x at the top (:f ; .

center column. As you type, the center column will display all matc

from the currently viewed library or collection. L library:
The basic search shows matches from everything in Y: urt and

es

author names, titles, subjects, tags, and the co?tents 0 n:llection

indexed attachments. (When searching a large library ;)r ;1 e,

this can sometimes be slow because Zotero searches ea; i oallmd your

. r

you type it. To speed up the search, put quotatlo.n-marlls ; et

search. Zotero will not search for each letter individually

until you close the quotation marks.) index them:
Remember that PDFs are not searchable unless you

see “Indexing PDF attachments” above.

Advanced Search h

o the left of the
For a more precise search, click the magmfyl‘ng glasls)t(;’t let the name
search box. This opens the advanced search erici-OW- oans it provides
scare you: as in most search tools, “advanced” just me

mor ions. ‘
€ options ed search is to search one

¢
The most common use of the advan for

titles,
or more fields specifically: just to search a%1th0r na}r?&:tzzh il il
example. The first search box defaults to a title Seal‘cu )You can specify
change by clicking Title to bring up adrop-down mef;cé by clicking the
asearch of any field, and search multiple fields ato h boxes.
plus sign at the right of the screen to add more searc + of match: “con-
Use the middle d rop-down list to choose 'the tipexact match, and
tains” matches any part of the field, “is” reqm.res af ourse, excluding
“does not contain” and “is not” do the opposite, 01 ¢

anything that matches the text you enter.
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Checkboxes below the search boxes allow you to search subfolders of
a collection, limit your search to only top-level items (that is, excluding
attachments), or to show both parent and child items.

The percent sign (%) is a “wildcard” character that will match any
charactersin a search. For example, searching for “environment%" will
match environment, environmental, environmentalists, and anything
else that starts with “environment.” “s%d” would find “sad,” “started,”

“solid” and anything else that starts with S and ends with D, no matter
how many characters in between.

Saved Searches in Use

Kate has asked her grad student assistant Anita to track down
all the sources listed in a published literature review. While she
works on this project, Anita has to keep track of which sources
the library has, which she has already obtained and which ones
she needs to request via interlibrary loan.

Anita first searches for all the citations online and saves them

to her Zotero library. She adds a custom tag to all the citations:
“#needed” (she decides to add a hashmark to her custom tags
for her own convenience, just to visually distinguish them). Then
she sets up a saved search for “Tag is #needed”.

Shg adds additional tags as she works: #library for articles her
university library has, #requested for the ones she requests via
ILL, and changes #needed or #requested to #obtained for the
ones she has actually gotten her hands on. She sets up saved
searches for each tag so she can keep track of the status of
€ach item. Over the next few days, she updates tags as she
works and her citations move from the #needed list to #library

or #reguesped as she tracks them down, until they are all in the
#0btained list and ready to give to Kate

Saved Searches

irom the advanced search screen you can also save a search to your li-
rary. Saving a search makes a new list of all matches to your search,and
automatically updates that list as new matching items are added to your

Creating Your Library

collection. Click Save Search on the advanced search screen to create a
new saved search. Saved searches appear in the left column below your
collections (the icon for a saved search is a folder with a magnifying glass).

For example, if | am researching podcasting, I might search for all
items in my library that have “podcast%” in the Title or Tag fields. If
I save this search, it creates a list of all matching items. From then on,
any time [ save an item with “podcast” (or “podcasting” or “podcasts”)
in the title or tags, it automatically appears in the saved search list.

Deleting and Undeleting items
To delete an item from your library, right-click it and choose ‘:Delete
Selected Item From Library.” To remove it from a collection youTe Cl.lr-
rently viewing but not delete it altogether, right-click the item and click
“Remove Selected Item” (“...from this collection” is implicit). .
The Delete key is a shortcut: when viewing a collection, pr'essmg
delete removes the selected item from the collection but not the library.
When viewing My Library, pressing delete removes the item from the
library entirely and moves it to the Trash. .
All deleted items go into the Trash folder, located be‘low your h};
brary and below all of your collections. The Trash works h.ke the tras
or recycle bin on your desktop. Items stay in the Trash .untll el 'el;pty
them. Ifyou change your mind about deleting an item, )1'ISt drag ll: : rOI'r;
the Trash back into your library. Empty the Trash by right-clic lgg ls
and choosing Empty Trash from the menu. Your Trash‘ folderT oeh
Synchronize with your library online, and attachments in the Tras

do take up quota space (see chapter 5).

Saving a Copy of your Library N
You may want to save your library (or just on€ collection or sp ¢
to have it available ona flas

backup copy. (Syn-
kup for

items) in order to give a copy to someone,
drive, move it to another computer or justto havea o
chronizing your library, chapter 5, does keep an automatic bac
You, but you might want a redundant copy.) '
Exporting a copy of anything in your library IS‘
My Library) a collection, or individual items and ri

easy. Select either
ght-click. Choose
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“Export” from the Pop-up menu. If you'll be using the exported items
in Zotero, choose “Zotero RDF” from the drop-down list. (Selecting
“Export Notes” and/or “Export Files” will include notes and/or at-
tachments.) If you’ll be using the items with another program, you
probably want to export in RIS format (see “Moving to (and from)
Zotero” below).

Click OK and save. Exporting to Zotero RDF creates a folder con-
taining an .RDF file. To import this file into Zotero on another com-
puter, select “Import” from the gear menu and browse to that .RDF file.

Moving to (and fr om) Zotero

Experienced researchers who use other reference managers like End-
Note, Mendeley or RefWorks often ask about moving their personal
library from their former software of choice into Zotero. This is usually
easy, with a few caveats. The same is true for transferring citation data
from Zotero to another program, for example to share citations with a
colleague using EndNote.

Since Zotero is built on open standards, it can import and export

referencesin a number of file formats that are common to most biblio-
graphic software. This gives the two

¢ »
programs a “common language
to read each others’ data,

Zotero can import an
. Bibliontology RDF
* MODS (Metadata Obj

y of the following formats:

ect Description Schema)

*  BibTeX

* RIS

* Refer/Biblx
* RDF

* (CTX

* MAB2

* MARC

...but don‘t worry if these acronyms don‘t mean anything to
You. The MOst commonly useq file form

gnore the other formats unless

they nave a SPecific need for them.
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Nearly all reference manager software can read and write a format
called RIS (which stands for Research Information Systems, the former
publisher of a bibliographic program called Reference Manager n?w
made by Thomson Reuters). This makes it a useful common format for
reference managers; in fact many online databases use the RIS format
for downloading citation data since it is so widely used. "

The general steps to transfer citations from another program into
Zotero are: .

« Use the other program’s Export feature to save your library

into RIS format. The details of this step vary from program
to program, of course. In EndNote, click the File menlllx
and click Export. In RefWorks, click References and then

. 5252:(.)uld have a choice of file format to export. Look for a
choice labeled RIS, RefMan, or Reference Manager. Save the
file. .

* This generally creates a file with a . TXT (.)r .RI'S e?(tensmn.

(The RIS format is just a text file containing c1t§t10nS
formatted in a standard way. You can open it with a tc;xkt |
editor if you’re curious about what the contents}lloolzel €.

* Open Zotero. Click the gear/action menu andF ct)Oaved
Import, and simply browse to the RIS file you jus CSitatio-ns
When you open that file, Zotero will import y(.)l;rthe
into your library in a new collection labeled wit
current date and time. ‘ ot

Important note: Exporting a RIS file into Zotero will (rilzttainlljlzers

PDFs and other attachments—just the citationi and'metil etaéata o

With alarge library of PDFs may want to try thi Retrlexsle

PDF” feature (see “Indexing PDF attachments above). e
Several libraries have created excellent step-by-St:I:hil; apport”

Porting and exporting between the reference .managerc1 o

The audience for such a guide might also be intereste

. .h different programs
i o ays in which di ‘
like featyre comparisons or other way ‘ort EndNote bibliographic

s toim-

Qaninteract, such as Zotero’s ability to1m
Styles,
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Zotero Documentation].”
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ally “take over” and import any exported citations, preventing them from going
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4. Mullen, “How to Create a Work Flow in Zotero”
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. Princeton University Library, «

“kb:importing_re-

Citation Migration.”
Export to RW/EN/Zotero”

Further Reading

Center for History and New Medja. “Attachj
org/support/attaching_ﬁles.

- “Getting stuffinto your library.”

getting_stuﬂ_into_your_library.

——— “Zotero—Quick Start Guide”
quick_start_guide.

—. “kb:importing_records
2009. http://www.zotero.o

ngfiles.” Zotero, 2010. http://www.zotero.

Zotero, 2010, http://www.zotero.org/support/

»2009. http://www.zotero.org/documentation/

_from_endnote [Zotero Documentation).” Zotero,

rg/support/kb/importing_records_from_endnote'
. “proxies [Zotero Document

ation].” Zotero, 2010. http://www.zotero.org/
support/proxies,
Clark, Brian, and John Stierman. «

Identify, Organize, and Retrieve Items Using
Zotero.” Teacher Librarian 37

» 0. 2 (December 1, 2009): 54-56,.
George Mason University Libraries, «

Citation Migration”, 2008, http://citationmigra-
tion.gmu.edy/,

Morrison, James L., and Trevor Owens, “Next-Generation Bibliographic Manager:
An Interview with Trevor Owens.” Innovate: Journal of Online Education 4,
no. 2 (2008). http://www.innovateonline.info/index.php?view:article&id=540'

Mullen, Lincoln, “How to Create 3 Work Flow in Zotero ” Backward Glance, August
28, 2009. http://lincolnmullen.com

12009/08/28/how-to-create-a-work-flow-
in-zotero/,

y. “Export to RW/EN/Zotero.” Using RefWorks at Princ-
uides.princeton.edu/content.php?pid=30227&sid:230429.
SU Library guide]”, 2010, http://research.library.gsu.edu/

eton, 2011, http:/libg
Puckett, Jason. “Zotero G
zotero,

Creating Bibliographies
e and Writing with Zotero

- . saving cita-
The previous chapter covered putting “stuff’ lnt}(:-ZOt::;;tS;‘;?Ee put
tions, attaching files, and organizing and seare lnz(i;tuation: once the
into your library. This chapter covers the reverse (sl et
references are saved to the library, using them to produ
er forms of output. . irst, youcan
" ;:)}:ero can produce bibliographies in tw‘o ba.s}c “;azrs(;:ll rtS}:e);ibrarY,
easily make a bibliography by simply selecting ;ltleemThiS el
choosing a style, and saving or pasting t}ixem o2 .e of file: documents,
you to create bibliographies that can go into any t)’lp One advantage to
text files, web pages, Google Docs or anywhere e:;in the data needed
creating bibliographies in this wayis that they C(t))‘blio graphy is posted
for Zotero to save citations: that is, if a Z.otero 1 ¢hat bibliography.
to the web, anyone else can save the citat.xons fro'm requires the word
The second method of building bibhOgraphlesz ﬁle toolbars for
processor toolbars mentioned br(;elfjl);(igfcii}:p:lrow; writers to insert
. ord, OpenOffice an ‘ ) e document
f\sl:er)(:ts :if:a:li\:)ns or fzotnotes from a Zotero hbrarycil::tci)ot:s are added.
and build the bibliography automatically aS.HCW ur text, Zotero adds
In other words, each time you cite a source in yle "
otero includes fifteen difteren iants of Chicago
instalees, including MLA, APA, Turabian L tfilirit‘::;pproximatel}’
style, which probably covers the ! m;) S d from zotero.org/styles.
1400 additional styles are available for downloa

qulek b 225 Bib"ographies .« simple and can be done in

Creating a bibliography from the library is S.I tI}’]iS oy can e inserted

justa couple of clicks. Bibliographies created in

into any document or text file.
The two ways of creating qui

and paste” and “drag and drop”) are

. «click
ick bibliographies (which 1 call “clic

useful for creating simple bib-
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liographies for short papers,

or bibliographies to 80 into a web page.
For longer writing projects, t

he “Zotero and Word Processors” section
below may be more usefyl: it outlines how to create in-text citations

and footnotes, and bibliographies that automatically update themselves
as citations are added to the document.

Use one of the following two metho
annotated bibliography,
in the document to whj

ds when you need to create an
since they simply create citations as regular text
ch you can add your own annotations.

Click and Paste

This is perhaps the most basic

Way to create a bibliography with Zotero.
Just select the citations, choog

e the style, and paste the bibliography into

your document (or save of print it),

' | American Medical Association
B American Psyehalagical
| American Political Scien
f American Sociological 4
| Bulletin of the Medical |
 Chicago Manual of Sty

Asstciation st Editicr
ce Association (dev)
$50Ciation

ibrary Association (dev)
e (Author-Date Format

Output Format -~ -~ ...
- O Save asrTF

» O Save as HTML,
~ © Copy to Clipboard
- O Print

. LOK—] Léanéel ]

Figure 4.1, Create Bibliography dialog
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Next, select the style you want. Zotero remembers the last st?e
’ le not in this

i it by default. (If you need a sty

ou used and will select it by ' : :
I,ist see the “Bibliographic Styles” section below for instructions on
downloading more styles.) . ‘ .
Finally, choose “Copy to clipboard,” click OK, ar'ld s‘.}llmptlyl :az ¢
it into your document. The bibliography will appear 1n' tfe s ynoifice
chose. This is a good moment to check it for accuracy! 1 gfou notie
- i in

any mistakes in the citations, it is a good 1d¢?a to correct; ;::: -

Zotero library itself so that the reference will be accura

bibliographies.

Using Zotero Bibliographies on thet:;lt\?/vt;b cor an

) (S T ) Uit U luding some citations
undergraduate journalism class. He's inclu Zotero collection
to some recommended books. He Creates a e,

for the class, saves the citations from the ::b}_r;m . o e
right-clicks the collection and saves it as ad sends Kate, the
that bit of HTML code to his web pagelaasr;

professor, the URL to share with her class.

. . He notices
lan opens the research guide on his aptop Ztizgl?eiented with
that Zotero shows a folder icon, clicks it, arrr: 1l and saves them
a list of references to save. He selects the
to his Zotero collection for the class.

ice that there are op-
When you choose Create Bibliography, notlcet tFoarmat, there are
tions besides copying and pasting. Undir Cr)lzt;):lint-
also choices to save to RTF, save to HTML a t (RTF) if you want to
Save your bibliography to Rich Text Forma

. format
RTFisa standard
Create it as a file for use in a word processor. Fi

tains
. can read. It re
that all word processors on any operating system

T RTF
. le-clicking an
formatting like bold, italics and underlining. Double

fhice.
iy rd or OpenO
file on most computers opens it in Wo L for use on the web.

orrect format-
e that Zotero

bliographies to HTM

Zotero can also save blbllogrdphlej N reserve thec
seded to

Thisincludes all the markup tags neede tt( (Ii)ata——the cod
ting. It also includes all the citation meta
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liographies for short papers, or bibliographies to go into a web page.

For longer writing projects, the “Zotero and Word Processors” section

below may be more useful: it outlines how to create in-text citations
and footnotes, and bibliographies that automati

as citations are added to the document.

Use one of the following two methods when you need to create an
annotated bibliography, since the
in the document to which you ¢

cally update themselves

Yy simply create citations as regular text
an add your own annotations.

Click and Paste

This is perhaps the most basic way to create a bibliography with Zotero.

Just select the citations, choose the style, and paste the bibliography into
your document (or save or print it),

First, select the references i
items from the center column, s
with control-A/command—A, or
Right-click yo

n the library. Either select individual
elect everything in the center column

select a collection in the left column.
ur selected items and chooge Create Bibliography.

American Medical Association
American Psye halogical Association gtk Edition
American Political Science Association (dev)
American Sociological Association

Bulletin of the Medical Library Association (dev)
Chicago Manual of Style (Author-Date fFormat
O Save asRTE

O Save as Hrm

I Oi-( I | A(-:ancel

Figure 4.1 Create Bibliography dialog
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Next, select the style you want. Zotero remembers lthe I?s.itn Stt:::
you used and will select it by default. (If you need a srty e nom)ns o
list, see the “Bibliographic Styles” section below for instruc

ing more styles.) ‘
dowl?ilz:ﬁ;?ihoose “éopy to clipboard,” cl.ick OK, ar.ld ::Egl ;Ja;s:z
it into your document. The bibliographyl will appear ll"l i
chose. This is a good moment to check it .for accuracy! i gem v
any mistakes in the citations, it is a good :dc‘ea to corre:ate o
Zotero library itself so that the reference will be accu

bibliographies.

Using Zotero Bibliographies on th‘ig%b foran

Nathan is creating a research gmdero‘n luding some citations
undergraduate journalism class. He's inclu St et
10 some recommended books. He creates a Sty

for the class, saves the citations from the mmL o Hbiadds
right-clicks the collection and saves it as ad coris Rite: (e
that bit of HTML code to his web Dagel if;

professor, the URL to share with her class.

. . He notices
lan opens the research guide on h!s IaptOD Ztigggented with
£ cofernariogs g fider loat, ks ar?1 all and saves them
alist of references to save. He selects the
to his Zotero collection for the class.

. here are op-
When you choose Create Bibliography, nottl:z tl::ntlat, there are
tions besides copying and pasting. Under Outp -
also choices to save to RTF, save to H,TML andalt)r(R”l:F)
Save your bibliography to Rich Text FOTT{]TF is a standard format
Create it as a file for use in a word Proce‘ssof‘- tem can read. It retains
that all word processors on any 0perat.m'g sysl;ouble-di cking an RTF
formatting like bold, italics and underlmmg(.) enOffice.
file on most computers opens it in W.Ord " ?ML for use on t
Zotero can also save bibliographies to HT. .rve the correct format-
This includes all the markup tags needed to Pre.untrhe code that Zotero
ting. It also includes all the citation metadata—

if you want to

he web.



66

set your default st
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needs to save an item from the web. In other words, when a bibliogra-
phy created by Zotero is viewed in a web browser, the browser displays
capture icons in the address bar so that the reader can save those same
citations to her own library.

The final choice, below Copy to Clipboard, is Print. No surprises
here: this opens a standard print dialog box.

Coogle docs  Untitied I‘lncdm-er;f @ Private to only me

Taed caconds aga

Flo Ed View oot Foms T e W T T

V0 A B Normaten > Avial VMR viB I U Avsy @@ S =xT EFa
" E.

fﬁ@.\ir.h‘aii' 209000000 afea L

Lo e s Y
““““ 4 L N 0 . AR 4

o8

= 0 My brary

0.3 7

Zreig selected

Figure 4.2. pry
Docs to create

I S St i i e, e RN A SR O «

R e e

g and drop references from Zotero to Google
a bibliography in the default style.

Drag and pr Op and Default Styles

Perhaps even simpler,

library into any text fi
ful when writing in

you can literally drag references from the Zotero
eld in your web browser. This is particularly use-
Google Docs (figure 4.2).

ill appear fully formatted in the default style. To
Yle, open Zotero’s preferences window (from the

The citations w

t from the drop-down meny. All drag-and-drop
I'be formatted in this style. (Keyboard shortcut:
es selected references to the clipboard in the default

The default Style can be customized on a per-site basis,

so that drag-
graphies appear in different styles on dj

fferent sites.
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On the same Export preferences window, click the + button below :l;e
Site-Specific Settings window, type in part of a URL and choose the
utput Format menu.
StYleFi)r:) :(:}r:pi&, i? you usually use Chicago style but need t.o use AlPll\(
ona PBworks site you're building, set your default style to Chlcaio, it
the + under Site-Specific Settings, type pbworks.com as the domain
and choose APA under Output Format for that site: Any referznces
you drag into a pbworks.com page will be forn.lattec.i in 11:PA, ;u;t zlaeny
you drag into other sites (like Google Docs) will be in Chicago style.

Zotero and Google Docs he best ways (the
The click-and-paste or drag-and-drop methOd? are the le Docs word
only ways, really) to use Zotero with the online G?og Z e Dees
processor. There is no way to install a Zotero toolbar into g
since it exists only on the web. ‘
Idoa great dzal of my writing, at least first drafts, 1n.C100fgLenll):;s};
Its convenient since all of my documents arfa accesst (:tterro  casy
computer. Creating drag-and-drop bibliograph.les frf)mf -
(both tools are in the browser window if I'm using Fire ;)X references
well. When using Zotero with Docs, remember to set the p
toreflect your desired bibliographic Styl.e' disadvantages. Zotero
Using Google Docs with Zotero carries a few 1'sa . g
has no way to interact directly with Docs the way it ca o eate in-
OpenOffice. This means that there is no way for Zo.ter.o hies that
text citations in a Docs document, nor can it create bibliograp

Update automatically as you write.

i i ial way, Zotero can

Ifyou add citations within a document filein a ?pe'a O

Scanthe document, add citationsand format th”e b}blnotgr:?n t}; N

done writing, This feature is called “RTF Scan.” It's not i:n e

a3 using the word processor toolbars (see the next .secbeSideS S

butit doesn’t require installing any additional plugins e Tor ex
Type in-text citations within curly braces as y

-itation formats
D (8 » list at right for the citation
ample, “{Puckett, 2010).” See the list at rig
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needs to save an item from the web. In other words, when a bibliogra-
phy created by Zotero is viewed in a web browser, the browser displays

capture icons in the address bar so that the reader can save those same
citations to her own library.

The final choice, below Copy to Clipboard, is Print. No surprises
here: this opens a standard print dialog box.

. B - : - e = S
ICoosk‘ docs  Untied document & Private to only me Saved caconds age | "Saved Bniu_uniom_'? & Share |~/
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B2 A e ol - Al

EndNate Online Search Function. The J
d0i:10.10184 acalib 2010.01 005
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Fitzgibbons, M - &Meert, D (2010) Are Bibliographic Management Software Search Interfaces .‘ ;]
Reliabie?. A Companison between Search Resuits Obtained Using Database Interfaces and the |
|

oumal of Academic Librananship, 36(2). 144-150

€
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7 kems selected

b bl o b

9 and drop references from Zotero to Google
a bibilography in the default style.

Figure 4.2. pra
Docs to create

Drag and Drop and Default Styles

Perhaps even simple

your web browser. This is particularly use-
Docs (figure 4.2),

The citations wi]] appear fully formatted in the default style. To
set your default style, open Zotero’s preferences window (from the
gear menu), click the Export tab (the clipboard icon), and choose the
style you use most from the drop-down menu. All drag-and-drop

d in this style. (Keyboard shortcut:
C copies selected references to the clipboard in the default
style, for Pasting anywhere,)

The default style can b
and-drop bibliographies

ful when writing in Google

€ customized on a per-site basis, so that drag-
appear in different styles on different sites.
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On the same Export preferences window, click the + button below the
Site-Specific Settings window, type in part of a URL and choose the
he Output Format menu.

Stl(leFf)rro ::cz:mple, if you usually use Chicago style but need t.o use A.PA
ona PBworks site you're building, set your default style to Chicago, clu.:k
the + under Site-Specific Settings, type pbworks.com as the domain
and choose APA under Output Format for that site. Any references
you drag into a pbworks.com page will be formatted in A.PA, and any
you drag into other sites (like Google Docs) will be in Chicago style.

Zotero and Google Docs

The click-and-paste or drag-and-drop methods are the best ways (the
only ways, really) to use Zotero with the online Google Docs word
Processor. There is no way to install a Zotero toolbar into Google Docs
since it exists only on the web. .

Idoa great deal of my writing, at least first drafts, tn Google Docs.
It's convenient since all of my documents are accessible fror'n any
computer. Creating drag-and-drop bibliographies from Zotero is easy
(both tools are in the browser window if I'm using Firefox) and works
well. When using Zotero with Docs, remember to set the preferences
to reflect your desired bibliographic style.

Using Google Docs with Zotero carries a few disadvant:.;lges. Zotero
has no Way to interact directly with Docs the way it can with Word‘or
OpenOffice. This means that there is no way for Zotero to create in-
text citations in a Docs document, nor can it create bibliographies that
update automatically as you write.

RTF Scan

Ifyou adg Citations within a document file in a special way, Zotero cs‘m
*@nthe document, add citations and format the bibliography when you're
done Writing. This feature is called “RTF Scan.” It’s not as intuit-ive or easy
a5 using the word processor toolbars (see the next sectior? of t}'IlS climlptt‘::.-
Utit doesn’t require installing any additional plugins besides Z_otel 0 itself.

Type in-text citations within curly braces as you wr:te:‘tor el
ample, "{Puckett, 2010}.” See the list at right for the citation formats
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that will work.! Type “{Bibliog- Formatting Citations for
raphy}” wherever you want the RTF Scan

bibliography to appear, or leave it The RTF Scan feature can read
out to have the bibliography auto- Citations typed in any of these

. formats:
matically placed at the end of the {Smith, 2009}
document.

Smith {2009}

When finished, use your word {Smith et al., 2009}
processor’s “Save As” function to {John Smith, 2009}
save the document as an RTF file. {Smith, 2009, 10-14}
RTF stands for Rich Text Format; {Smith, "Title”, 2009}

it'’s a universal format that any word {Jones, 2005; Smith, 2009}

processor can read and write,

Now open Zotero. Click the gear menu and choose “RTF Scan.”
Next to “Input File,” click Choose File and browse to the RTE docu-
ment you just saved. “Output File” will default to the name of your
input document with “(Scanned)” appended to the end of the filename,
but you can of course give it a different name or location by clicking
Choose File and selecting a new destination, Click Next when ready
to proceed.

Zotero now attempts to match (or “map”) your bracketed citations
in the document to references in your library. The next screen lets you
verify the citations before creating the finished document. Zotero dis-
plays three Categories: unmapped citations, ambiguous citations, and
mapped citations.

Unmapped citations are those for which Zotero was unable to find
amatch. Click the icon to the right of an unmapped citation to browse
the library yourself and choose the correct reference.

Ambiguous citations match more than one reference in your li-
brary. Possible matches show below each ambiguous citation—click

the 1.con with the green arrow to choose the correct reference, or click
the icon to the right of the amb;j

for the correct one,

Citations for which Zotero did find a match are shown as mapped

citations a-t the bottom of the window, Click the icon to the right of a
mapped citation to change the reference.

guous citation to browse the library

Creating Bibliographies and Writing with Zotero

When you have chosen references for all ambiguous and unmapped
citations, click Next. Choose the desired bibliographic style on the next
screen and then click Finish. Open the output file and don't forget to
check the finished product for accuracy.

Zotero and Word Processors

Installing the Toolbar ’

The methods above don’t require any software other than Zotero itself
to create bibliographies. By installing the appropriate toolbar, though,
a word processor can pull citations from the library, format the. in-
text citations or footnotes in the document, and automatically build a
bibliography as the user writes. Zotero toolbars are available for Word
for Windows, Word for MacOS, and OpenOffice (or NeoOffice) for
Windows, MacOS or Linux. Standalone Zotero includes these toolbars;
you'll only need to install them separately if you are using Zotero for
Firefox.

- - Ibars
Quick Instructions: Installing the Word Processor Too
1. Close your word processor.
2. G0 to zotero.org/support/word_processor_
in Firefox. (If several versions of Zotero are st
instructions on the page and choose the Versi
@ Windows Word users, click Install Word fo
Plugin i in step
b) Mac Word users, click Install Pvthg‘ng)i‘:l install as |
3, then click Install Word for Mac Piugin. ) in.
¢} OpenOffice users (any 0S), click Install OpenoOffice Plug
Click Allow, then Install. .
Wait for the plugin to download, restart Firefox
Open your word processor.

plugin_installation
listed, follow the
on you're using.)
r Windows

s W

|

r toolbar when you installed

Ifyou didn’t install the word processo efox and

in Fir
Zotero, you can add it at any time. Open Zoie rf).(l):g(zotero.org/sup'
click the “Download word processor plugins lin word processor
port/word_pr()cessorﬂplugi n_installation). Close your

before you start.
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» Close the word processor.

* Open Zotero’s preferences (gear menu/ Preferences).

» Click the Cite tab, the Word Processors sub-tab and then
the “Reinstall Word Add-in” (or “Reinstall OpenOffice
Extension”) button.

* Restart Firefox or your word processor if prompted.

This quick process fixes most toolbar problems. For help with other

word processor toolbar problems, see the suggestions on the Zotero site.?

Using the Word/OpenOffice Toolbar

The Word (or OpenOffice) toolbar creates a connection between the

word processor and the Zotero library. It allows the writer to “pull”

references from her library, creates in-text citations or footnotes in the

document, automatically formats them in the desired style, and builds
the bibliography as the writer adds new citations. (The toolbar works the

same for Microsoft Word and OpenOffice Writer, so for brevity’s sake I
will refer to it as the “Word toolbar” hereafter,

that all of these instructions apply to OpenO

Important note: Word has a built-
called References. When using Zote
it instead of the Word feature. Use the Zotero toolbar and ignore the
References tab in the Word menu bar entirely.

The toolbar has seven buttons. In order, they are:

* Insert Citation: This button adds in-text citations or

footnotes to the document. Citations appear at the cursor’s
location when you click Insert Citation.

Edit Citation: This allows the writer to change an existing

citation: add or edit Page numbers, for example, or change
the citation to an entirely different source.

Insert Bibliography: This adds the automatically generated
bibliography to the document at the cursor’s location

with the understanding
ffice users as well.)

in citation management feature
ro, remember that you're using

(usually at the end, byt it €an go anywhere in the document).
Edit Bibliography: This button allows the writer to add

references to customize the bibliography as needed, and to
edit individual references.

Creating Bibliographies and Writing with Zotero

+ Refresh: Clicking this button “re-reads” all references in the
document, updating them to show any changes made in the
Zotero library. ‘

+ Doc Prefs (short for document preferences): This button
is used to change bibliographic styles, but can'also make
changes in how the references are stored within the
document.

« Remove Codes: This removes all special Zotero code from

the document.

Quick Reference: Inserting a Citation in Word.
1. Click the Insert Citation button on the Zoterg'gl)igggphic style
2. When you insert the first citation, choose a i
from the list and click OK. cite.
3. Browse or search to choose the reference you want to
Optionally enter a page number.
4. Click OK.

Citing Sources oint in
Start writing just as you normally would. Whe.n yo reﬁf:tiﬁe, click
the document where you'd type an in-text c1tat10'n ora B —
the first button on the Zotero toolbar, Insert Citation (Mac be running
click “Add Citation” from the Zotero menu). Zotero must be
in order to cite sources from your library. Zotero p
The first time you cite a source in a docume®t 20 1
list of all the bibliographic styles available. Scroll thro nghat seyle this
the desired style, and click OK. This indicates'to Zoter D
document should use. You can bring back this dlali%ono
New style at any time by clicking the Doc Prefs.l;: st ;ome styles of-
(Two other options appear on this dialog box: Hirs ewillbe grayed
fera choice between footnotes and endnotes. Thls;hoolfne styles offer 2
Cutifit doesn’t apply to the selected style. Se”con "‘SBookmarks." This
choice between “Fields” or “ReferenceMarks and

()rcl . .

resents a

ofits internal data format. If a do
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and OpenOffice, choose Bookmarks. Most users can leave this set to
the default of Fields or ReferenceMarks and ignore it.)

Once the style is set, a window opens displaying the Zotero library.
This gives full browsing access to the entire library, including all col-
lections and group libraries, plus a small search box at the top. Browse
or search for the reference you wish to cite and select it. If you need to
cite a page number for this Source, type it in the Page box at the bot-
tom right. (The Page box can be used to cite other parts of a source’i
change the drop-down menu to change “page” to “figure” or “chapter,
for example.) The Prefix and Suffix boxes will add text to the beginning
or end of a citation (such as “see also”). Click OK to insert the citation
into the document.

Select the Suppress Author checkbox to leave the author name
out of the citation. This is usefy] when you name the author in your
text—for example, “Smith’s study shows ... (2008, p. 22)”—and don’t

need to include it again in the in-text citation.

CITING MULTIPLE SOURCES

To cite more than one referenc
Citation button g usual, and th
New pane appears at the rj
arrow buttons (up, down,

€ in a single citation, click the Insert
en click the Multiple Sources button. A
ght of the Insert Citation window, with four
left and right) next to it. The new right-hand
citing. Use the arrow buttons to
ur citation.

pane shows the references you will be
choose and order the references in yo

i e iy
* "The Pfksence of percervod shared ;
IR T e “ Research and Ed Policies Boards ... |
= 0 My bvary Sl T e d 2 News Coverage of Vilance Again.. |
2 "Look for thes 8= - The Ifluence of perceived Sy | i
. "Bread i 1 Democracy’s dutk: the et Bruner 20 23:49m 14 j
—~ Alakes & lne’ proces [2otero Documenta Center for Hsto.. 3/29/11 11:13:00 4 -
- Bohog aphc softmage B " Research and£q Pokcies Darsey and Disb. 3410110 11:36:30 -
— Class presentaton axa $ 2 A Grostor Moans tothe Gr. Freeme, 12110/09 9:38:57
o Com Faculty prbications Bloctric dreams: computers . Friediman 1012109 9:46:30 a4 [ §
® Qv £l __ Pucetvegmmsmduu Fupoka 201711 4:40:29 pm
2. Dstance aducaton s Haln andt Meyers 2/26/10 8:51:35 am
. Hoffner and Coh.  115/1012:29.22 pm # . e
. -
13 Suporess Author
(e ) l’.?.:b

Figure 4.6_ Cite Mmultiple references at once
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Browse your library in the left and middle colur.m;(s, %flliltda‘;};izi'f
the references to cite with the right arrow b}ltton (thl-n t-on ane). To
ing the citation from the library rightwards into the Clt? 1Ointl;ng from
remove a reference from the citation, use the left button c};(; e
the citation pane back into the library). Use tf.le up an NP
buttons to choose the order of citations by moving them lipb selecting
Add page numbers to each reference the samﬁi e usujlci tl}lle citation
the reference and typing in the Page box. Click OK to a

ent. ; g i
R o osdoretence,
and you will probably find it quite intuitive: right arrcc;w aOtherWise’ i
left removes them, and up and down change the or telrn single ones.
ing multiple references works exactly the same as citing

EDITING CITATIONS _ mber, sup-
Editing a citation, such as adding or c.hangn-lgljl p:fe 2;1 cite, is easy.
pressing an author name, or even changlng e Socond button on the
Click the citation in your document and click the ‘se it looks just like
Word toolbar, Edit Citation. (In Windows an.d L lmllxce of thered Z.)
the Insert Citation button with a yellow pel.wl - p':1serting acitation,

Clicking Edit Citation opens the same dlaloglr:lsnl1 g .
bt he same aptions. You can change 0y (ERE S e the
including citing an entirely different source.

Citation in your document.

Adding Sibflographies ent still lacks a
So far we've added citations to the text, but the docum
bibliography )
. r where

Place the cursor at the end of the docum(f.lllt :L o the toolbar
the bibliography to appear) and click the thir S
Insert Bibliography. It looks like a series of horlW T wsers click “Add
Meant to resemble a tiny list of references. (Mac

bibliography" from the Zotero menu.) urs
rever you
The bibliograph)’ appears wherever y e
. esyou
documen, consisting of all the sourcesy

or is located in the
d so far. Asyoucite
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and OpenOffice, choose Bookmarks. Most users can leave this set to
the default of Fields or ReferenceMarks and ignore it.)

Once the style is set, a window opens displaying the Zotero library.
This gives full browsing access to the entire library, including all col-
lections and group libraries, plus a small search box at the top. Browse
or search for the reference you wish to cite and select it. If you need to
cite a page number for this source, type it in the Page box at the bot-
tom right. (The Page box can be used to cite other parts of a source;
change the drop-down menu to change “page” to “figure” or “chapter,”
for example.) The Prefix and Suffix boxes will add text to the beginning
or end of a citation (such as “see also”). Click OK to insert the citation
into the document,

Select the Suppress Author checkbox to leave the author name
out of the citation. This is useful when you name the author in your

text—for example, “Smith’s study shows ... (2008, p. 22)”—and don’t
need to include it again in the in-text citation.

CITING MULTIPLE SOURCES

To cite more than one reference in a single citation, click the Insert
Citation button as usual, and then click the Multiple Sources button. A
f€W pane appears at the right of the Insert Citation window, with four
arrow buttons (up, down, left and right) next to it. The new right-hand

pane shows the references you will be citing. Use the arrow buttons to
choose and order the ref

€rences in your citation.
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Figure 4.6, Cite Mmultiple references at once
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Browse your library in the left and middle columns, and choose
the references to cite with the right arrow button (think of it as mov-
ing the citation from the library rightwards into the citaticin }iane). To
remove a reference from the citation, use the left button (pointing from
the citation pane back into the library). Use the up and down arrow
buttons to choose the order of citations by moving them up and dovirn.
Add page numbers to each reference the same way as usual, by seiecting
the reference and typing in the Page box. Click OK to add the citation
to the document. .

This sounds more complicated on paper than it really is. Try it once
and you will probably find it quite intuitive: right arrow adds refei'encbs.
left removes them, and up and down change the order. Ot'herw1se, cit-
ing multiple references works exactly the same as citing single ones.

EDITING CITATIONS b mber, sup-
Editing a citation, such as adding or changing a page nu ; ; eas
pressing an author name, or even changing which source to cite, lon th);
Click the citation in your document and click the secorid buttori Vi
Word toolbar, Edit Citation. (In Windows and Linux it looks Jufitz1 )
the Insert Citation button with a yellow pencil in p-lace o‘f the r; ati(;n
Clicking Edit Citation opens the same dialogas msertlfnfl a zitation:
with all the same options. You can change any ellement of the e
including citing an entirely different source. Click OK to up

Citation in your document.

Adding Bibliographies
S nge,ve ad dge d fitation s to the text, but the document s
bibliography.

Place the cursor at the end of the docum?ﬂt
the bibliography to appear) and click the thlrd'b | red lines and is
Insert Bibliography. It looks like a series of horlZOnts sers: click “Add
Meant to resemble a tiny list of references. (Mac Word users:
bibﬁography” from the Zotero menu.) is

The biblingmphy appears wherever your cu—i'sog n
document, consisting of all the sources you have citeds

till lacks a

(or wherever you want
utton on the toolbar,

located in the
r. AS You cite
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more sources, they appear in the bibliography in the correct order: either
alphabetical or in the order cited, depending on which bibliographic
style you chose when you cited your first source.

EDITING BIBLIOGRAPHIES

Click the Edit Bibliography button, the fourth button on the toolbar.
(In keeping with the theme of the other buttons, this one looks like the
Insert Bibliography button with a yellow pencil added.)

The Edit Bibliography window allows you to add or remove refer-
ences to or from the bibliography. Use the left and right arrows toadd or
remove references. They work in the same way as citing multiple sources:
right arrow adds a reference to the bibliography, left arrow removes it.

If you have cited a source in the text but for some reason want to
omit it from the bibliography, select it in the right pane and click the
left arrow. To include a source in the bibliography that you have not
cited in the document, browse the library in the left and middle panes,
select the desired reference and move it into the bibliography by click-
ing the right arrow.

The Edit Bibliography window also provides a way to make changes
to the final citation. Select any reference in the right column (below
“References in Bibliography™). Its citation appears in the bottom of the
Edit Bibliography window. This citation can be edited manually by add-
ing or deleting text, or by reformatting using the bold, italic, underline
and super- and subscript buttons.

Use this feature cautiously: the citation will retain any changes
you make here, but will no longer update based on changes you make
to your Zotero library or to the document style. In other words, if you
correct an error in your Zotero library or change bibliographic styles
the manually edited citation will not update.,

You can remove your manual changes with the Revert button at
the bottom left of the window, Revert All resets all references in the
bibliography to the version automatically created by Zotero.

Muitiple Bibliographies

Longer documents like book and thesis manuscripts may require mul-
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tiple bibliographies, perhaps one for each chapter. There’s n? way for
Zotero to maintain multiple bibliographies in one document if you use
the Word toolbar, so you have two options: create multiF)le documents,
or copy and paste multiple bibliographies instead of using the toolbz;r.

First, you can create a document for each chapter, and use the
Word toolbar to create your citations and automatically update your
bibliography in each chapter. It’s usually convenient to creat’e a collec-
tion for each chapter as well. The inconvenience is that you'll have to
keep your project in several documents, not just one. e

Second, you can keep the project all in one d?cument fi z anf e
the copy and paste method to create bibliographies at the end 0 eita-
chapter. You'll lose the convenience of having Zotero crfeate cifour guct
tions for you, but only have one document file as your finished product.

Refreshing the Bibliography he word pro-
The Refresh button (two gray arrows in a circle) causes the wo er
cessor to “re-read” all the citation information from the, Z.Otero fl lrafz
and rewrite the bibliography and in-text citations. This is ;:;s ,d o
example, if you have edited a reference in the library and need toup

the document to reflect your changes. -

Zotero performs thi>s, “refresh” process whenever you lnser:oaf;l::
citation into the document. The toolbar button just allows you
arefresh without inserting a citation. ¢ the bibliography in

If you have edited any citations or any part 0 the into Word, not
the document itself—that is, by typing citation Changes}i:o the d;cu-
by making changes within the Zotero library.——refresi i .gns - nd the
ment will undo all of those changes and re-write all Clt:}t:eor words, to
bibliography based on the contents of the library: In f)there because
correct a mistake in a citation, go to thelibrary and ﬁxt;:e refe;ences in
Zotero periodically updates the document based 08 (X5 0y
Your library. Changes made to the bibliography “by ha
ment won’t stick.

Document preferences

i the
s you to change
The Doc Prefs (document preferences) button allowsy
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bibliographic style of a document, or change between Bookmarks/Refer-
enceMarks and Fields. See “Citing sources” above for more information.

Remove Codes

The last button on the toolbar, Remove Codes, strips the document of
all the special code that allows Zotero to edit and update citations and
bibliographies. This might be useful if you are having difficulty open-
ing a document containing Zotero citations in an older word processor,
for example.

Removing the Zotero code from a document breaks the “link”
between the document and Zotero and converts the bibliography and
citations to ordinary Word/OpenOffice text that Zotero can no longer
edit. Use this feature only if you are finished using Zotero with a docu-
ment, and consider making a backup copy first.

Annotated Bibliographies

One limitation of Zotero is that in most cases there is no easy way to
embed annotations to a citation (as a note, for example) and have them
appear automatically in an annotated bibliography.

The simplest solution is to create a bibliography using the copy-and-
paste or drag-and-drop method, then simply add annotations by typing
them beneath each entry. Annotations could be initially created in the
library by adding them as notes, then copied and pasted into the final
document one by one. This would preserve them for future projects
and make them searchable.

At present there’s only one citation style available that creates an-
notated bibliography: a custom version of Chicago. Historians are in
luck: a Zotero user has created a Chicago annotated style available for
download from zotero.org/styles (look for the style called “Chicago
Manual of Style (Annotated Bibliography)”). Add annotations to the
Extra field in the library and they will appear in the bibliography-

Bibliogr. aphic Styles

Zotero includes fifteen biblio

afe graphic styles when installed: APA, MLA,

Wvariants of Chicago style, and a handful of others. Hundreds more

Creating Bibliographies and Writing with Zotero

are available to download (for free, of course) from the Zotero Style
Repository at zotero.org/styles.

Installing a new style (or updating an existing one) is easy: open
the Style Repository page in Firefox, browse or search the list, and
click the Install link next to the desired style. Click the Install button
on the confirmation dialog window that opens and the new style will
be installed instantly.

One of the drawbacks to Zotero is that it lacks a built-in style edi-
tor like EndNote’s. Zotero styles are written in a format called Citation
Style Language (CSL). There are a number of CSL editors in the works
atthis writing, but none have reached a state of user-friendly com.plete-
ness yet.? (The Zotero Style Repository is presently the largest library
of CSL styles on the web.?) ‘

Ifyou need a style that isn't included in Zotero, you have a few options.

1. Check the Zotero Style Repository (zotero.org/styles) as

noted above. Search the page for the name of the style you
need and click Install.

2. Zotero can import a few EndNote styles,

to download even if you don’t own EndNote. Search the

list at endnote.com/support/enstyles.asp and save the .ENS,
(EndNote Style) file from the Download link. Open Zotergs
Preferences from the gear menu. Click the Cite‘tab, t.henat11 ed
Styles tab. Click the plus (+) button below the list of installe
styles. Set the file type to “EndNote Styles” and browse to

where you saved the .ENS file. CHNM has stated that theyTe

; this
no longer supporting this feature, so don't count on :
les import with no

to work consistently: some EndNote sty .

problem. Some simply don't seem t0 work with Zotero. ;
3. Check the Zotero forums to see if someone else has already

requested the style you need. (The Citation Styles l\florkuem

is at zotero.org/forum/11.) If not, post a request. / a L

sure you include all the information at zotero.org supp

community
requesting_styles in your request. The Zotero "
ho create custom Styless

which are available

includes many volunteers w
someone may be able to help!
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Journal Abbreviations
Many citation styles in the sciences require abbreviated journal titles.
Zotero cannot automatically abbreviate full journal titles, nor can it import
lists of titles and abbreviations. It is highly dependent on being able to im-
portaccurate information from the research database. Science researchers
should check their bibliographies carefully for journal titles’ consistency.

Some databases (e.g., Web of Science) only provide Zotero with a
full unabbreviated journal title. Some (e.g., PubMed) provide both the
full title and abbreviation. If the database provides both, Zotero saves
the abbreviated title to the “Journal Abbr” field in the reference.

Ifthe bibliographic style calls for an abbreviated journal title in the
citation, Zotero will use the abbreviation. If the Journal Abbreviation
field is empty, Zotero uses the full title. Depending on what database

you saved the citation from, you may need to add journal abbreviations
to the library yourself,

Reports

In addition to standard bibliographies, Zotero can create reports—
HTML documents listing all the items in a collection or a group of
selected items. A report is simply a list displaying all your referencesin
the browser window, in a format easy to print or save. Reports list all
fields in your references: Author, title, dates, pages, everything—and
include notes and the titles of any attachments.

To create areport, right-
and choose “Generate Rep
window, ready to save, pri

click a collection (or any selected references)
ort.” The report displays in your browser
nt or copy. No customization is available:
reports simply list ever ything you've selected and do not display in any
citation style. (But see jaSOnpriem.com/projects/report_cleaner.php

for a web application that cap fine-tune the output of a Zotero report.)
de information about citations such as the date

Reports also inclu
modified. This can be a useful way for

the reference wag added and
teachers to track students’ research progress.®

Timelines

The timelj ;
Ine feature gives You a chronological visualization of your
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library or a collection. A timeline is an interactive scrolling display of
your references that allows you to view them chronologically. |

To create a timeline, select either your library or a collection in the
left column. Click the gear menu button and choose “Create Timeline.”
A timeline based on your selection appears in the browser window
(figure 4.7).

The influence of perceived
Parasocial Interaction Wit

N e 5 Jussanlflibls i
imeline Height
Jump to Year: First Band;  Second Band: Third Band: Date Type. Tim g

V¥ et Docada ¥ DoePuihed ¥ FioSomer

Figure 4.7. Timelines show a visual representation of the dates
represented in your library

The timeline is divided into bands. The top light gra'y ban'd , d‘mc'led
into months, contains your references with appropriate 1c<?ns 1nd1cat;8
books, articles and so on. References appear in chronological orderl;ans
medium gray band below that represents years, gt 'da.rker gfa;’ tero
at the bottom, decades. Clicking any reference opens Itin yOul; onces
library, Drag the timeline left or right to see newer or older relere
or use the Jump to Year button to navigate directly toa Yea;'l.'S ot

The default chronology is publication date. C}.lange thi o
by the date the reference was added or modified using the }11) i ‘rane:lllt)ls
drop-down menu at the bottom of the timeline. .Use theh(-)t azr“zoom-
to adjust the date ranges shown in the bands: t'hlnk of.t dlSS o text
ing” in and out by choosing shorter or longer tlme‘perloha-t s type
in the Filter box to display only references matChmg;{ r};ferences
Type text into the four highlight boxes to mark ma'tc mgt e erent
by color. The Fit to Screen button redraws the timeline to

height of your browser window.

Notes

L. Center for History and New Media, “RTT scan..
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Journal Abbreviations

Many citation styles in the sciences require abbreviated journal titles.
Zotero cannot automatically abbreviate full journal titles, nor canitimport
lists of titles and abbreviations. It is highly dependent on being ableto im-
portaccurate information from the research database, Science researchers
should check their bibliographies carefully for journal titles’ consistency.

Some databases (e.g., Web of Science) only provide Zotero with a
full unabbreviated journal title. Some (e.g., PubMed) provide both the
full title and abbreviation., If the database provides both, Zotero saves
the abbreviated title to the “Journal Abbr” field in the reference.

If the bibliographic style calls for an abbreviated journal titlein the
Citation, Zotero will use the abbreviation. If the Journal Abbreviation
field is empty, Zotero uses the full title. Depending on what database

you saved the citation from, you may need to add journal abbreviations
to the library yourself.

Reports

In addition to standard bibliographies, Zotero can create reports—
HTML documents listing all the items in a collection or a group of
selected items, A reportis simply a list displaying all your references in
the browser window, in a format easy to print or save. Reports listall
fields in your references: Author, title, dates, pages, everything—and
include notes and the titles of any attachments.

Tocreatea report, right-click a collection (or any selected references)
and choose “Generate Report.’

] T] " )
W llld ] eady tO SaVe,

print or copy. No customization is available:
feports simply list everything you've selected and do not display in any
Citation style. (But see jasonpriem.com/projects/report_cleaner.php
for a web application that can fine-tune the output of a Zotero report)

de information about citations such as the date

Reports also incly
ed and modified. This can be a useful way for

the reference was add
teachers to track students’ research progress.”

Timelines
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The timeline feature gives you a chronological visualization of you
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library or a collection. A timeline is an interactive scrolI.ing display of
your references that allows you to view them chronologlcally.'. h

To create a timeline, select either your library or a collectl.on ll?. t f
left column. Click the gear menu button and choose “Create Tlmfehne.
A timeline based on your selection appears in the browser window
(figure 4.7).
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into months, contains your references with appropriate 1c<'msl {ites 1S
books, articles and so on. References appear in ChrorI;OIZgizr(;raY l;and
medium gray band below that represents years, and it our Zotero
at the bottom, decades. Clicking any reference opens 1:;3:; references
library, Drag the timeline left or right to see Fewtir c:; o
or use the Jump to Year button to navigate i Yh }; this to sort

The default chronology is publication date. i -angthe Date Type
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2. Center for History and New Media, “Word processor plugin troubleshooting
[Zotero Documentation]”” Zotero, 2010. hittp://www.zotero.org/support/word_pro-
cessor_plugin_troubleshooting.

For an introduction to editing Zotero styles, see http://www.zotero.org/support/
csl_simple_edits.

4. “Styles”

Center for History and New Media, “Reports [Zotero Documentation)”

Further Reading

Center for History and New Media. “Reports [Zotero Documentation].” Zotero, 2009.
http:/ /www.zotero.org/support/reports.

. “rtf_scan [Zotero Documentation]” Zotero, 2009. http://www.zotero.org/
support/rtf_scan.

———. “Timelines [Zotero Documentation}” Zotero, 2009. http://www.zotero.org/
support/timelines.

. “Word processor plugin troubleshooting [Zotero Documentation].” Zotero,
2010. http://www.zotero.org/ support/word_processor_plugin_troubleshooting.
“Styles” CitationStyles.org, 2010. http://citationstyles.org/styles.

cuarter s ZOtero online

So far, we've only used the Zotero “client”—the program ir.‘Stalled
on a single computer. As you've seen, the client software on its own
is extremely useful, but in this chapter we’ll look at ways to connect
your Zotero library to the web, which adds an entirely new layer of
features.

CHNM hit a significant milestone when they released Zotero v.er-
sion 2.0 in May 2009. This version represented a dramatic u}?grad'e with
two significant new features: synchronization and share.d lll?rar}es. By
creating an account on the Zotero website and connecting it with the
local client software, references saved on the researcher’s computer can
be backed up and shared in new ways. .

Synchronization (or “syncing”) allows the researcher. to automati-
cally upload a copy of her library to the Zotero server online, kept cur-
rent as references are added or deleted. This not only serves as aremote
backup, but allows all of a user’s computers to be tied to the same Zo;;ro
account so that the library is accessible from the home computer, office
Computer, and/or laptops. .

Group librariv.esp allI:)w Zotero users to share work with ea;h ingle
they are shared workspaces, public or private, separate from the sn agnd
Personallibrary. Group libraries can be coordinated by one pfrssltane_
shared with many, created and edited by many esearchers sim

ously, or used as a private mutual workspace. |
: that is synchronized with the Zoter:
rch.

other:

Any library, personal or group, _
’ esea
Servers can be easily published to the webasa means of sharingr

Creating your Zotero Account

To get started, create an account on the Zotero website. This acColtlen:
Serves a few functions. On the Zotero website; it allows Y.Zu . C(:ri?ine
profile including a photo and CV, view and share your li raryd Creat;
connect with other Zotero users, participate in the forums, an

and join group libraries.
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Quick Steps: Set up Zotero Online
1. Go to zotero.org/user/register and register.
2. Open Zotero preferences, click the Sync tab.

3. Enter your username and password. Check Sync
Automatically, click OK.

4. Click Sync button (circular green arrow).

In the Zotero client software on your computer, logging in with
your account allows you to synchronize your library with the Zotero
server and among all of your computers, save references to and from

group libraries, and upload files to the Zotero Commons to share with
researchers worldwide.

Go to Zotero .org and click “Register” (zotero.org/user/register)-
Follow the instructions: choose a username, enter your email and choose
a password. Click the link in your email to confirm the new account.

Search Export

® ) &£

Proxies Shortcuts  Advanced

Cite

Zotero Sync Server - ‘
Username: | jasonpuckett T create Account
Passward: m 1 Lost Password?
Sync automatically
About Syncing
Fie Syncing Lo
Syne attachment files in My Library using é”&i?: B V]
Sync aktachment files in group fbraries using Zotero storage
About File Syncing
By using Zotero “‘?’ 98 ¥ou agree to becore bound by is terms and conditions.

Figure 5.1: Enter your zotero username and password on the

IS'ync tab of the Preferences screen to synchronize your Zotero
Ibrary across all your computers.

Once your account is set up, open Zotero, click the gear button and
Open the preferences screen. Click the Sync tab. Enter your usernameé

and password and make sure the Sync Automatically box is checked.
Click OK.
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Note that there are two places you'll enter your account informa-
tion: on the website, and in the Zotero software itself. Logins do not
carry over between the two: logging into the software does not log you

into the website or vice versa.

Synchronizing your Library

Once you have your account set up and your username and passwcTrd
entered into the Zotero client, you can synchronize your library Wltf’
the Zotero server. This feature allows you to take advantage of Zoteros
free cloud storage to synchronize your library. (You can sync an un-
limited number of references, notes and collections. PDFs and other
attachments take up storage space, which is limited to 100MB for free.
See “Attachment Storage” below.)

Synchronizing (“syncing”) your library keeps it current by upload-
ing any changes you make on your computer. If you use Zotero on
multiple computers, it downloads any changes you have made from
other computers as well.

Syncing has several advantages. As mentioned a
access to the library from multiple computers is very h .
you only work on a single computer, syncing also serves as ando(;l .1 :
backup of the entire library: the library is stored on yf)ur har rl:e;
but backed up on a remote server and easily restorable if the compu
crashes.

bove, having
andy. Even if

———

Syncing in Action

Kate works on her desktop computer in n
seéveral times a week, but often does researc
her laptop from home or in the library.

er office on campus
h and other work on

ogin information in

Next time she's in the office, she enters her | O Hes the same

Zotero on that computer and synchronizes S5
t0 her laptop when she gets home.
ever changes shé

They're now synchronized from now on: what tically download to

Makes to her library on one computer automa
the other one the next time she opens ZOero.

e ————
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Quick Steps: Set up Zotero Online

1. Co to zotero.org/user/register and register.

2. Open Zotero preferences, click the Sync tab.

3. Enter your username and password. Check Sync
Automatically, click OK.

4. Click Sync button (circular green arrow).

In the Zotero client software on your computer, logging in with
your account allows you to synchronize your library with the Zotero
server and among all of your computers, save references to and from

group libraries, and upload files to the Zotero Commons to share with
researchers worldwide.

Go to Zotero .org and click “Register” (zotero.org/user/register)‘
Follow the instructions: choose a username, enter your emailand choose
a password. Click the link in your email to confirm the new account.

Zotero Preferences

= 3 3
@ ® [ X
Search  Export Cite Proxies  Shortcuts  Advanced
TTT T e PR PRI ISR RRC SRR i A TR REEE
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g ﬁhﬁ!&imu
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| v T =
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Figure 5.1 nter
Syne tab of the p
library across a y

your Zotero username and password on the
references screen to synchronize your ZOtero
our computers.

! Ofillce youraccount is set up, open Zotero, click the gear button and
c
P€N the preferences screen. Click the Sync tab. Enter your username

and password and make sure is checked:

Click Ok the Sync Automatically box
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Note that there are two places you'll enter your account informa-
tion: on the website, and in the Zotero software itself. Logins do not
carry over between the two: logging into the software does not log you
into the website or vice versa.

Synchronizing your Library
Once you have your account set up and your username and password
entered into the Zotero client, you can synchronize your library witl:l
the Zotero server. This feature allows you to take advantage of Zotero's
free cloud storage to synchronize your library. (You can sync an un-
limited number of references, notes and collections. PDFs and other
attachments take up storage space, whichis limited to 100MB for free.
See “Attachment Storage” below.)
Synchronizing (“syncing”) your library keep
ing any changes you make on your computer. If you use Z
multiple computers, it downloads any changes you have ma
other computers as well. |
Syncing has several advantages. As mentioned above, havmgf
access to the library from multiple computers is very handy. Evelr‘l i
you only work on a single computer, syncing also serves a5 ar 0; ‘me
backup of the entire library: the library is stored on y?ur hars n:fe,
but backed up on a remote server and easily restorable if the computer
crashes,

s it current by upload-
otero on
de from

—

Syncing in Action

Kate works on her desktop computer in her o
Several times a week, but often does research
her laptop from home or in the library.

ffice on campus
and other work on

5 her login information in

Next time she's in the office, she enter o5 the SaMe

20tero on that computer and synchronizes it. She d0
to her laptop when she gets home.

whatever changes she

They i ow on:
Y're now synchronized fromn romatically download to

Makes to her library on one computer au
the other one the next time she opens ZOtero. e

e ————
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Sync with Zotero Server
Getting updated data from sync server
Lask sync: 4 minutes ago

Flgure 5.2. Ciick the Sync button in the upper right corner to
start synchronizing your library. The arrow spins while a sync is in
progress; this happens automatically as you use Zotero. Mouse
over the button to check the status of your sync.

If you disconnect from the internet, you still have a full copy of
your library on your local computer. When you reconnect and open
Zotero again, any changes you made while offline will synchronize.

Setting up synchronization also allows access to group libraries,
about which much more shortly. Finally, any library set up for syn-
chronization is easy to share online as desired. See “Publishing your
library” later in this chapter for some ways to do this.

Enter your account info on the Sync tab of the Preferences screen
as described above, In the upper right corner of the Zotero pane, click
Fhe circular green arrow button to start the synchronize process. This
fnvolves uploading your library to the Zotero servers, and download-
Ing any references that you have previously synchronized from another
‘C‘omputer. You'll only have to enter your login information once; Zotero
remembers” it from then op.

. Note: Zotero and/or Firefox may freeze for a minute or two the first
time you synchronigze, especially if you have a large library with many

attachments. This is normal: just get a cup of coffee and let it finish.

Once you have Syncing set up, it happens automatically in the back

o . cted to the internet and does not causé
¥ noticeable lag. Zotero checks for any changes that need syncing the

first ti :
ME you open it, and synchronizes your library periodically as yo!
make changes.

ground whenever You are conne
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Confict Resolution

The fofiowing item has besn changed in muktipie locations. Choose the version you would like o keep, and then chick Done.
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Figure 5.3. Resolve sync conflicts by choosing which VAR
the conflicted items you want to keep in your library.

The green arrow button will spin briefly from time to time as s.yn-
chronization takes place (figure 5.2). Mouse over the button any ;HEC
tosee the sync status: whether a sync is currently taking placfe, anc e
last time the library was synchronized. Ifan error occurs durmg; SIZ’tnhC;
ared exclamation point appears to the left of the sync button. Clic

exclamation point to see details of the error.

Resolving Sync Conflicts
Occasionally when syncing Zotero notifies you tha
ences has been changed on multiple computers.

If you edit a reffrence on two different Compflters betore Zrcs)itz:;
Syncs them, a dialog will appear (figure 5.3) presentmg the.tw}(: viorrect
of the reference and asking you to choose which version is the e
one, the local version (on your hard drive) or the rerr'xote O}I:e o
Server). Zotero also offers a “merged” choice that combu.les tbe zthfng
Mmade on both computers. Just choose the correct version by

it,and click Done.

t one of your refer-
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Sync with Zotero Server
Getting updated data From sync server
Last sync: 4 minutes ago

Figure 5.2. Click the Sync button in the upper right corner to
start synchronizing your library. The arrow spins while a syncisin
progress; this happens automatically as you use Zotero. Mouse
over the button to check the status of your sync.

If you disconnect from the internet, you still have a full copy of
your library on your local computer. When you reconnect and open
Zotero again, any changes you made while offline will synchronize.

Setting up synchronization also allows access to group libraries,
about .which much more shortly. Finally, any library set up for syn-
c_hromzation is easy to share online as desired. See “Publishing your
library” later in this chapter for some ways to do this.

Enter your account info on the Sync tab of the Preferences screen
as de'scribed above. In the upper right corner of the Zotero pane, click
.the circular green arrow button to start the synchronize process. This
%“VO]VES uploading your library to the Zotero servers, and download-
ing any references that you have previously synchronized from another
Somputer. You'll only have to enter your login information once; ZOter0
remembers” it from then on,
timeljfzt::szz;m ar.ld/o[- Fire'fox may freeze for a minute or two the first
attachmen:; 'n:?n‘lze, eSPeCIallly if you have a large library WiFh mf.il'g'
Once you h;ve :S lS‘normal; Jus.t ge0% cpiof cofiepaat it ﬁmsk_'
ground Wh&mvéry ncing set up, it happens automatically in the i

you are connected to the internet and does not €au%

any noti i
] y .oticeable lag. Zotero checks for any changes that need syncing the
rst time you open it, and s

el _ L3 u
make changes ynchronizes your library periodically s Y0
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The foliowing item has been changed in multiple locations, Choate the version you would like to keep. and then click Done.
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Figure 5.3. Resolve sync conflicts by choosing which version of
the conflicted items you want to keep in your liorary.

The green arrow button will spin briefly from time to time as syn-
chronization takes place (figure 5.2). Mouse over the button any time
tosee the sync status: whether a sync is currently taking place, and the
last time the library was synchronized. Ifan error occurs duringa sync,
ared exclamation point appears to the left of the sync button. Click the

exclamation point to see details of the error.

Resolving Sync Conflicts
Occasionally when syncing Zotero notifies you that one
ences has been changed on multiple computers.

If you edit a reference on two different compu
Syncs them, a dialog will appear (figure 5.3) presentingt
of the reference and asking you to choose which version is the correct
one, the local version (on your hard drive) or the remote one (on the
Server). Zotero also offers a “merged” choice that combines the ch.anlges
Made on both computers. Just choose the correct version by clicking

it,and click Done.

of your refer-

ters before Zotero
he two versions
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Attachment Storage
Synchronizing backs up your attachments (such as PDFs) as well as cita-
tions. All Zotero users get 100 megabytes of free storage for attachment
synchronization. This limit only applies to files attached to references:
there is no limit on how many references can be synced. In other words,
you can sync an unlimited number of citations, notes, and tags for free.
You can sync up to 100 megs of PDFs, images, and web snapshots, and
any other files attached to your references, for free. (More sync space
can be purchased quite inexpensively at zotero.org/support/storage.)
Group libraries (see below) also sync attachments in some cases.
Storage space for group files comes from the account of the group’s
owner, so if you own many active groups you may need to purchase
more storage space.
. Attachment syncing is enabled by default. Disable it from the
. ;Zie:::(c);siilss);nf; t?b if you prefer not to sync your attachments, either
) cient space or a slow network connection. Group file
syncing c.an be disabled independently of your personal library.
ZOtei}(’)Iifr:l;i:ztichrrllents makes them accessible via your profile on the
youmame/iten-ls (;g l;t;)- the Zoterg site, view your library at zotero.org/
tomt of page o,u) 1111 c 1ck.on any item with an attachment. At the bot-
be logged into};he Zsee a ll.nk ‘to download the attached file. You must
ottt otero site in order to download your attachments,
groups of which you are a member.

Your Library on the Web

i)lzrilzrragr.}]; S);I;;hr;)nized v‘vith the Zotero server is accessible from
the web exceYt au tY,your hbrary remains private: no one can €€ iton
(0:10g 1010 paten oo Share your ibrary publicly if you choos®
“Publish entire 111(: .org’»Cth Settings and then Privacy, and check the
slong with .rary box. (You can also choose to publish your notes
your library. Leave this second box unchecked if you want

yourY notes. to remain private.) Click Update
erg‘g:;::;zolj visible from the My Library tab at the top left of the
1 you unlg o z(})ltero.org/username/items). Again, itis visible only
00se to publish it. From this page you can T

Zot
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your library from any browser, and on any computer without having
to install Zotero.

The library is listed with the most recent additions first. Unlike in
the Zotero client, no search feature is available. All of your collections
are available as links to browse on the left side. Every collection also
hasa unique URL, so a librarian or instructor can easily create a list of
references to share by saving them to a collection and sending a link.

Every item in the library has its own page; view details about any
item by clicking its title. Attachments appear as links at the bottom of
each reference under the heading “Notes and Attachments.” Attached
notes display the first line of text, and clicking this link shows the
entire contents of the note. Some attachment types, such as snapshots,
are not visible, although details about snapshots (URL and dates) do
show up on the site.

You can download PDF attachments from your Jibrary. You must
be logged in to access your attached PDFs even if your library is public.
References with attached PDFs show two at the bottom of the page un-
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Attachment Storage

Synchronizing backs up your attachments (such as PDFs) as well as cita-
tions. All Zotero users get 100 megabytes of free storage for attachment
synchronization. This limit only applies to files attached to references:
there is no limit on how many references can be synced. In other words,
you can sync an unlimited number of citations, notes, and tags for free.
You can sync up to 100 megs of PDFs, images, and web snapshots, and
any other files attached to your references, for free. (More sync space
can be purchased quite inexpensively at zotero.org/support/storage.)

Group libraries (see below) also sync attachments in some cases.
Storage space for group files comes from the account of the group’s
owner, 5o if you own many active groups you may need to purchase
more storage space.

Attachment syncing is enabled by default. Disable it from the
Preferences/Sync tab if you prefer not to sync your attachments, either
because of insufficient space or a slow network connection. Group file
syncing can be disabled independently of your personal library.

Syncing attachments makes them accessible via your profile on the
Zotero website. Log into the Zotero si te, view your library at zotero.org/
yournamelitems, and click on any item with an attachment. At the bot-
tom of a page you'll see a link to download the attached file. You must
be logged into the Zotero site in order to download your attachments,
or attachments in groups of which you are a member.

Your Library on the Web

Any library synchronized with the Zotero server is accessible from
zotero.org. By default, your library remains private: no one can se¢iton
the web except you. You can share your library publicly if you choos
:o: log into zotero.org, click Settings and then Privacy, and check the

Publish entire library” box. (You can also choose to publish your notes

along with your librar ¥- Leave this second box unchecked if you want

your notes to remain private.) Click Update.
Your library is visible from the My Library tab at the top left of the
i )::: :;:::ste (or zotero.org/username/items). Again, itis visible O_IllY
you choose to publish it. From this page you can ViEH

Zot
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your library from any browser, and on any computer without having
to install Zotero.

The library is listed with the most recent additions first. Unlike in
the Zotero client, no search feature is available. All of your collections
are available as links to browse on the left side. Every collection also
hasa unique URL, so a librarian or instructor can easily create a list of
references to share by saving them to a collection and sending a link.

Every item in the library has its own page; view details about any
item by clicking its title. Attachments appear as links at the bottom of
¢ach reference under the heading “Notes and Attachments.” Attached
notes display the first line of text, and clicking this link shows the
entire contents of the note. Some attachment types, such as snapshots,
are not visible, although details about snapshots (URL and dates) do
show up on the site.

You can download PDF attachments from your library. \Tou mu.st
be logged in to access your attached PDFs even if your library is public.
References with attached PDFs show two at the bottom of the page un-
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der Notes and Attachments: the filename (this link just displays details
about the attachment) and a link that reads “pdf” followed by the size
of the file. This second link goes to the actual PDF itself.

A library on the Zotero website is read-only: it’s viewable, but not
editable. Making changes to a library—adding citations, editing or
deleting items, creating collections—requires accessing it from the
client software. (This will change in future versions of Zotero, which

will allow making edits via the website without needing to install the
Zotero software.)

Group Libraries

Up to this point, you've saved all references into a single Zotero library:
your personal library. Once you have connected Zotero to the internet,
it becomes possible to create additional libraries shared with other
researchers.

Each Zotero group has a shared library that may or may not be
visible to non-members, Every group also has an information page on
the Zotero website, Groups may be public or private. Private groups’
information ig only visible to group members who are logged into their
Zotero accounts. Membership in public groups may also be either ope;
allowing anyone to join, or closed, requiring an invitation.!

Mot
| New Group., ..

Figure 5.5. The N

éw Group button | w Collection
button t the top D button is next to the Ne

left of the Zotero window.

Cr eating a Gr oup Library

To ¢ . ‘
reate a group, either browse to zotero.org/groups and click the

((Cr ., '
eate a new group” button, or open the Zotero pane and click the
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New Group button, at the top left next to the New Collection button.
Both open the “Create a new group” page on the Zotero site (you will
be prompted to log in if you haven't logged into the site).

Choose a name for your new group. Public groups will be automati-
cally be assigned a URL of zotero.org/groups/groupname. The “group
URL” text below the name you enter will turn red if the name is un-
available or green if it is available. (Private groups can have any name.)

Next, choose the type of group: public (open or closed) or private.
“Public” and “private” refer to the group’s visibility by non-members,
and “open” and “closed” indicate whether anyone can join the group
or whether new members must be invited. A group can be changed
between public and private, and public groups can be changed between
open and closed, any time. (Private groups are always closed.)

What about Copyright?
Don‘t group libraries potentially provide a means to copy and

share copyrighted files?

Yes. So does email. So does Facebook. S0 does the USB arive in
Your pocket. So does the postal service, for that matter.

Z0tero makes no attempt to control what you choose to sha(l)r Srln
group libraries, any more than your email software pollcc\e(s l\J/ wl
attachments for copyright violations. It's a neutral tool. t(:)‘on

stil responsible for your own use of copyrighted information-

e ——

hip appear in Google search

Public groups with open members an join

results and searches on the Zotero site. Any Zotero user ¢ o
# public group with open membership. Administrators can ¢noo
Whether non-members can view the group li
lections. This kind of group is useful for shari'n
broadest possible way: allowing anyon¢ to joim, o
references from the library. Group administrators can ¢ o
allow members to add, edit and delete library items, OT ma ennOt
library read-only. Public open groups are the only type that c2

use group file storage.

brary or specific col-
g research in the
view and copy
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Example: Nathan is a co-author on a shared blog about
academic librarianship. He sets up a public Zotero
group for blog authors and readers. Anyone can join
the group, add and edit citations, and create collections.
Theblog’s community uses it to share citations to works
mentioned in posts and comment threads. The blog
site includes a link to the group library’s page so that

anyone, not just group members, can view and save
references from the library.

Public groups with closed membership appear in search results.
Group members must be invited or approved for membership by the
group’s administrators. Administrators can choose whether non-
members can view the group library or specific collections. This type
of group is useful for work in which collaborators wish to show their
research online, but control membership of the group.
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Figure 5.6. Web page for 3 public group library.
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Example: Kate has assigned Ian’s class a small-group
bibliography assignment in which each member of the
group must find four sources on their topic and produce
abibliography. Ian creates a public (closed membership)
Zotero group and invites his two partners to join. All
three group members can add references and see each
others’ references, and have Zotero format the bibliog-
raphy when it's done. Kate can check in on the group’s
progress without having to be invited as a member.

Private groups are only visible to members, do not aPpear n
search results, and members must be invited to join. Administrators
can control whether members can add, edit and delete library items.
Private groups are useful for collaborators who do not want to share

their work outside of the group.

Example: Kate is collaborating on an articlé wit}? a
colleague in another state, and Anita is assisting with
her research. She sets up a private group to create a
workspace only the three of them can use. Kate savei
citations to the group and tags them “peeds pdf:

. - ber
Anita then sets up a saved search for this tag 1n.he
article citations

done that, she

own Zotero client so she can see the
for which Kate wants copies. Once she’s
adds the PDFs as attachments to the refere
shared library.

nces in the

closed mem-

] ith
Note: private group libraries and public group M hments. If

bership can be set to allow (or disallow) storage of file attac

om the
attachments are allowed, the group uses storage space fr o
embers. In other words, y

er use up the group owners
pen membership cannot
re to keep the owners

account

of the group’s owner, not the individual m
PDFs saved to a group library by any memb
free 100 megs of file space. Public groups witho
Store attachment files, as a preventative measu

Storage allowance from being used up.
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