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Overview

◦Part I
◦What is a Reference Manager (RM)?
◦Workflow

◦ Getting Data into the RM
◦ Storing, Organizing, Sharing
◦ Citing References and Bibliographies

◦Available RM
◦Part II

◦ Zotero
◦EndNote



Why do I need a Reference 
Management tool?
◦ Helps you manage your bibliographic 

resources and integrates with your 
word processing software - to generate 
in-text citations and bibliographies

◦ Saves bibliographic data of information 
resources from online databases

◦ Makes it easier to automatically switch 
to different citation styles (e.g. 
Vancouver to MLA or APA)

◦ Sync saved references across multiple 
devices such as desktops, laptops and 
tablets – so that you can access the 
references from any device



What is a Reference 
Manager?
◦Reference managers, Citation managers, 
reference-management tools

◦A reference manager is a software package 
that allows scientific authors to collect, 
organize, and use bibliographic references or 
citations [Fenner et al (2014)]

◦Components
◦Desktop app + web interface + plug-ins
◦Database



Workflow (I)

◦Input: Getting Data (items) into the 
Reference Manger

◦Exploitation: Storing, Organizing, 
Searching and Sharing

◦Output: Citing References and Creating 
Bibliographies



Workflow (II)
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Getting Data into RM

◦Manually (i.e. Typing DOI)
◦From bibliographic databases (arXiv, Plos, 
EBSCO, …):
◦Direct: through links, bookmarklets, plug-ins (i.e. 
COinS)

◦ Indirect: export-import (RIS, BibTeX)

◦Attachments: PDF files (or other formats) 
(with/without metadata)



Storing, Organizing, Sharing

◦Searching
◦Cluster, Annotate
◦Linking items
◦Sharing across devices and with 
coauthors and research groups



Citing References and 
Creating Bibliographies
◦In-text citing: Word processors + plug-in
◦Bibliographies: 

◦APA, Chicago, JSON, MLA, Vancouver (7,000+ 
citation styles)

◦Editable (Title vs. Sentence case, several 
authors, URLs…)



Any RM?
 

 

  

 
 

 

 

 

 

  

 

 
  

 

 
 

 
 

  

  
 

  
 

 



Which one is for me?

◦Cost, Cloud storage (unlimited), Types of 
Items

◦O.S., Word processors plug-ins
◦External databases, Area of knowledge, 
Colleagues, Ease of use [Perkel, 2020]

◦Comparatives:
◦ https://guides.library.harvard.edu/cite/compare (very basic)
◦ https://www.library.wisc.edu/research-support/collecting-organizing-analyzi

ng-information/citation-managers/comparison-chart/ (user oriented)
◦ https://en.wikipedia.org/wiki/Comparison_of_reference_management_soft

ware (also detailed tech specifications)

◦Chose one: Export!

https://guides.library.harvard.edu/cite/compare
https://www.library.wisc.edu/research-support/collecting-organizing-analyzing-information/citation-managers/comparison-chart/
https://www.library.wisc.edu/research-support/collecting-organizing-analyzing-information/citation-managers/comparison-chart/
https://en.wikipedia.org/wiki/Comparison_of_reference_management_software
https://en.wikipedia.org/wiki/Comparison_of_reference_management_software
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zotero 
◦ Zotero is free (open source)
◦ Available for Mac, Windows, and Linux
◦ Features

◦ recognizes bibliographic information on books, articles, and 
others from websites and databases and extracts metadata

◦ stores related citations, PDFs, files, images, and links in your 
library

◦ creates a citations and bibliographies in Word or OpenOffice
◦ publishes shared libraries for your research group

◦ Faculty may use Zotero but cannot require students to use it
◦ IT Help Desk cannot help troubleshoot with Zotero



Download and Install Zotero

Go to the Zotero website 
at http://www.zotero.org 
and click on the red 
Download button.

http://www.zotero.org


Click on Zotero 5.0 for your OS 
Download. Complete the 
installation with Install (Chrome) 
Connector. 



This message confirms that You installed 
Zotero.  Also available is the link to Install 
the Zotero Connector for Chrome which 
you should install.    



Zotero Display Overview 
Main Zotero window has top area, and three columns:

• Top area
• The left column: Zotero libraries, collections, and 'tags' (keywords)
• The center column: displays items contained within the selected collection
• The right column: displays information about a selected item

Left column Center column Right column



Tools option: Install Browser 
Connector if not already completed. 



In My Library (left column), select collection: diabetes and 
developing countries. Items within are listed in the center 
column.

To organize your references by topic, you need to 
create a collection for that specific topic. Within 
Zotero’s My Library, click on the New Collection icon 
in the left column.
A box will appear prompting you to name your new 
collection. Enter a name for the collection and click 
OK. Your collection will appear in the left column. 



Getting items into Zotero

◦You can add items to your 
library/collection in several ways:

◦ Typing item information (complete, ISBN, DOI)
◦ Adding a single item or multiple items
◦ Adding web pages
◦ Attaching files



Adding items (typing) I
To add a citation manually in Zotero, click on the New Item icon in the center column. 
In the drop-down menu that appears, select the type of item you want to add. Note 
that the diabetes and developing countries collection has been opened.

In the right column, you will find fields that 
are specific to the type of item you selected. 
Fill in those fields required for your item.



Now displayed is the More 
drop down menu for adding 
items manually



Adding items (typing) (II)

Another way to add a new item is by clicking on the 
Add Item by Identifier option of Zotero. Enter an ISBN, 
DOI or PMID (PubMed ID). Zotero will look up the 
information and import it into your library/collection.



Adding items (from databases)

Before importing bibliographic data from a web page to 
a specific Zotero collection, first select that collection 
(in the left pane). Now selected is the collection 
diabetes and developing countries. 

Note – You can save items to the same Zotero 
collection using multiple web browsers (Firefox, 
Chrome, Safari) at the same time because the 
Zotero Connector works in all these browsers.



Displayed are the PubMed search results 
page for diabetes and developing countries.

Clicking the Save to Zotero (PubMed) folder icon at 
the right-end of the address bar brings up two things 
at once (as shown in the next slide): the Zotero Item 
Selector dialog box which has a list of items and the 
Saving to collection name box at the bottom right of 
the browser screen.



The Zotero Item Selector dialog box and the Saving to collection name box which 
come up at the same time when you click on the Save to Zotero (PubMed) folder icon. 
The dialog box shows a list of all the records from the PubMed search results page.  
This example shows that selected items in the list will be saved to the diabetes and 
developing countries collection because it was selected initially.



Three items are selected in 
the Zotero Item Selector 
dialog box. After clicking OK, 
the process of saving the 
items to the selected Zotero 
collection is shown. Finally, 
the selected items are added 
to the collection diabetes and 
developing countries. 



Collection items are listed in the 
center column. Bibliographic data 
of a selected item is shown in the 
right column.



Save to Zotero icon at the right-end of the URL (address) bar of the 
browser changes depending on the type of item Zotero identifies on 
the web page. Here are the most common icons:

Icon Resemblance Depicts

Lined sheet Journal article

Blue book Book

Manila folder

Multiple items on a 
search results 
page (e.g. 
PubMed or 
Google Scholar) 



To import citations for webpages into your Zotero collection, right-click on the 
Save to Zotero (Embedded Metadata) icon, then click on Save to Zotero from 
the menu and finally click on Save to Zotero (Web Page without Snapshot).

Webpage information (if available) will be saved in the selected collection. 
Otherwise, edit and complete the information in the fields displayed in the 
right column.



This is a saved record of the WHO web page in 
Zotero. Fields such as Title, Author and Date 
need to be completed or edited.



Adding items (Attaching files)
In Zotero, files can be attached to an 
item. To add attachments to items,  
click on the paperclip button.



Storing, Organizing, Sharing
◦Quick and Advanced to Search on library items
◦Renaming files (i.e. based on author, date, …)
◦Synchronizing to access online and/or from another 
computer

◦Creating groups (private or public)



Search Items in your Library or 
Collection - Quick Search

To perform a Quick Search for items in your library or collection, type 
your search terms inside the search box at the top-right of the center 
pane. Make sure that My Library or the specific collection is selected.

There are three Quick Search options which will be displayed when you 
click the Quick Search drop-down arrow:

1. “Title, Creator, Year” - matches against these 
three fields.

2. “All Fields & Tags” - matches against all fields 
including tags and text in notes.

3. “Everything” - matches against all fields, tags, 
text in notes, and indexed text in PDFs (this is 
possible when PDF indexing is enabled).



Search Items in your Library or 
Collection - Advanced Search
Advanced searches offers better control over your searches 
than quick searches because they have features for limiting 
your searches. To open the Advanced Search window, click on 
the magnifying glass icon at the top of the center pane.



In the Advanced Search dialog box, 
you can limit your search by 
selecting any metadata element in 
the Title drop-down arrow.



Free Zotero account: 
https://www.zotero.org/start
Click on Register at the top right

Fill in the required information 
(Username, Email, Password) 
and click on the Register button 
at the bottom.

https://www.zotero.org/start


After registering, go to your Zotero application. On 
the toolbar, click on Edit and select Preferences. 
The Zotero Preferences dialog box will open. 
Then click on the Sync tab and Settings sub-tab.

In the two empty fields, type the 
Username and Password which 
you created when you registered 
for a Zotero account.
Click OK at the bottom



Click on the Sync button in the 
Zotero application - to start 
syncing your Zotero application 
data in your Zotero online account.





Citing References and Creating 
Bibliographies
◦Select one or more references and then right-click to 
select Create Bibliography from Selected Item. Then 
select a Citation Style for your bibliography and 
choose one of the following four Formats to create 
your bibliography: 
◦Save as RTF
◦Save as HTML
◦Save to Clipboard
◦Print.



To create a Zotero bibliography, first highlight the citations 
that you need to include in the bibliography. To do this, hold 
down the control button on the keyboard and click on the 
individual citations (center column).



Next, right-click anywhere in the selected list 
of items. In the drop down menu, choose the 
option Create Bibliography from Selected 
Items, a new dialog box will appear. 



In the new dialog box, choose the Citation 
Style you would like to use (Vancouver).
Choose the Format (RTF or HTML) to 
save your document and click on OK.   



Zotero bibliography created with Vancouver citation 
style in the .rtf format and automatically displayed 
in MS Word. This can be saved as in Word format 
(.docx)
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Additional resources (for you to 
explore)
◦Word processor integration
◦Addition Citation Styles



Word Processor Integration
◦ Zotero's Word and OpenOffice plugins allow users to insert 
citations directly from their word processing software.

◦With Zotero version 5.0, the plugin is automatically linked to your 
Word or OpenOffice version; see the MS Word Ribbon:

◦Click on the ZOTERO Tab and you will see this group of Zotero 
icons in your Microsoft Word Ribbon:

◦ These five buttons allow you to manage citations and 
bibliographies in your Microsoft Word documents. 



The key Zotero options for word processing are listed on this page.

 

◦Zotero Add Citation/Edit Citation

◦Zotero Insert Bibliography/Edit Bibliography

◦Zotero Document Preferences
  (to change the style)  



If this is the first citation to be added, 
the Document Preferences window 
will open. Choose the bibliographic 
format you want to use (in this case 
Vancouver). Finally, click on OK.

To add a citation (footnote), put 
the cursor at the location in the 
text document where the citation 
will be placed and click on the 
Zotero Add/Edit Citation icon.  



The new Z box will appear. Click on 
the Classic View option. The Add/Edit 
Citation window will open.  



In the subsequent Add/Edit 
Citation window, highlight the 
citation you want as a reference. 
Add the Page # and click on OK.



Add several Citations to the document. 
Make sure you move the cursor to the 
point in the document where the 
additional citations will be.

 



We have added 3 Vancouver style 
references to this document.



To create a bibliography, click on the 
Add/Edit Bibliography icon. This 
automatically adds the bibliography 
(in the Vancouver format) to the 
bottom of the document.

Note: Do not use your word 
processor to edit citations. Any 
changes automatically will 
revert to the original when 
Zotero updates your document. 



Editing citations

To edit a citation which already has been inserted 
into a document, put the curser on the citation, go 
Add/Edit Bibliography icon and make the changes 
in the required field(s).  Click on Refresh – to save 
the changes. 



Now opened is the Document 
Preference option. You can 
change the Citation Style by 
clicking on the new format.



Installing Additional Citation Styles

◦Visit the Style Repository and click the 
“[Install]” link next to the style you wish to 
install (http://www.zotero.org/styles)

http://www.zotero.org/styles


Zotero Citation Style Repository

Click on the “[Install]” 
link next to the style you 
wish to install.
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