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 Installing the Zotero software

 Installing the Zotero Connector



About Zotero



Installing the Zotero software

1. Go to https://www.zotero.org/download

3. Follow the instructions to 
complete the installation

2. Download 
an installer

1

https://www.zotero.org/download


Installing the Zotero software

Zotero Library Overview
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Installing the Zotero software

Zotero Menu in MS Word
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2. Click Install Connector

Installing the Zotero Connector 1

1. Go to https://www.zotero.org/download

https://www.zotero.org/download


Installing the Zotero Connector

3. Follow the instructions to 
complete the installation
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4. Pin the extension
to your browser

Installing the Zotero Connector 3



Installing the Zotero Connector

Zotero Menu in Google Docs
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Zotero Account Settings

 Creating a Zotero Account

 Setting up Zotero Account Sync 



Creating a Zotero Account 1

1. Go to Edit > Settings



Creating a Zotero Account

2. Go to Sync > 
Create Account
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5. Verify your Zotero account via 
the link in the verification email

3. Set up your 
username, email 
address, and 
password

4. Click Register

Creating a Zotero Account 3



Setting up Zotero Account Sync
1. Go to Edit > Settings

1



Setting up Zotero Account Sync

2. Go to Sync > Log In
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3. Enter your username 
or email address and 
your password

Setting up Zotero Account Sync

4. Click Log in to Zotero
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5. Enter the authentication 
code received via email

Setting up Zotero Account Sync

6. Click Verify
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Setting up Zotero Account Sync

7. Click Authorize
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Setting up Zotero Account Sync 6



Setting up Zotero Account Sync 7



Entering Reference Data

 New Item

 Add Item(s) by Identifier

 Add Attachment



New Item
Create a reference manually

Add Item(s) by Identifier
Add a reference using a DOI, PMID, ISBN, or arXiv ID

Add Attachment
Add a PDF or other file to your library

Entering Reference Data



New Item
1. Click the New Item icon, then select the reference type

1



2. Fill in the reference information manually

New Item

3. A list of references will appear in your Zotero library
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Add Item(s) by Identifier 1

1. Click the Add Item(s) by Identifier icon, then enter your search term



3. A list of references will appear in your Zotero library

Add Item(s) by Identifier
2. Reference information will 
be entered automatically
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Add Attachment 1

1. Click the Add Attachment icon, then click Add File…

2. Select the PDF file 
from your local drive



Add Attachment

4. A list of references will appear in your Zotero library

3. Reference information will 
be entered automatically
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Add Attachment

5. Click the Attachment icon 
to display the PDF file
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Zotero with MS Word

 Selecting a Citation Style

 Adding an In-Text Citation

 Adding a Bibliography



Selecting a Citation Style

1. Go to Zotero > Document Preferences
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2. Select your preferred 
citation style

Selecting a Citation Style

3. Click OK
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1. Place the cursor where you want to 
add the citation in your Word document

Adding an In-Text Citation

2. Click the Add/Edit Citation icon
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3. Select the desired 
citation to add it to 
the empty box above

4. Click the  icon to 
complete your selection

Adding an In-Text Citation 2



5. The in-text citation will be displayed

Adding an In-Text Citation 3



1. Place the cursor after 
the main text

2. Click the Add/Edit Bibliography icon

Adding a Bibliography 1



3. The bibliography will 
appear in your document

Adding a Bibliography 2



Unlink Citations from Zotero Library

1. Go to Zotero > Unlink Citations

2. Click OK

Unlink the citations from Zotero, 
allowing you to edit the document 

without a connection to your 
Zotero library



Switching from MS Word to Google Docs 1



Switching from MS Word to Google Docs 2

1. Open your document in MS Word and go to 
Zotero > Document Preferences



Switching from MS Word to Google Docs 3

2. Click Switch to a Different Word Processor

3. Click Continue



Switching from MS Word to Google Docs 4

4. The document will display the 
Zotero citation codes. Save and 
close the document



Switching from MS Word to Google Docs 5

5. Open Google Docs and create a new document



Switching from MS Word to Google Docs 6

6. Go to File > Open



Switching from MS Word to Google Docs 7

7. Select the Upload tab, then click Browse



Switching from MS Word to Google Docs 8

8. Select the saved document from your local drive, 
click Open, and wait for the file to finish uploading



Switching from MS Word to Google Docs 9

9. The document will open in 
Google Docs, displaying the 
Zotero citation codes



Switching from MS Word to Google Docs 10

10. Go to Zotero > Refresh

11. Click Restore Citations



Switching from MS Word to Google Docs 11

12. Your Zotero document is now 
ready to use in Google Docs



Zotero with Google Docs

 Connecting Your Zotero Account

 Selecting a Citation Style

 Adding an In-Text Citation

 Adding a Bibliography

 Switching from Google Docs to MS Word



1Connecting Your Zotero Account

1. Click the Zotero icon to 
connect to your Google account
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2. Select the Google 
account associated with 
your Zotero account

Connecting Your Zotero Account 2



1. Go to Zotero > Document Preferences…

Selecting a Citation Style 1



1

2. Select your preferred 
citation style

Selecting a Citation Style

3. Click OK
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1. Place the cursor where you want to 
add the citation in Google Docs

2. Go to Zotero > Add/edit citation…

Adding an In-Text Citation 1



3. Select the desired 
citation to add it to 
the empty box above

1

4. Click the  icon to 
complete your selection

Adding an In-Text Citation 2



Adding an In-Text Citation

5. The in-text citation will appear 
in your document

3



1

2. Go to Zotero > Add/edit bibliography

Adding a Bibliography

1. Place the cursor 
after the main text

1



1Adding a Bibliography

3. The bibliography 
will appear in your 
document
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2. Click OK

Unlink Citations from Zotero Library

Unlink the citations from Zotero, 
allowing you to edit the document 

without a connection to your 
Zotero library

1. Go to Zotero > Unlink Citations...



Switching from Google Docs to MS Word 1



Switching from Google Docs to MS Word 2

1. Open your document in Google Docs



Switching from Google Docs to MS Word 3

2. Go to Zotero > Switch Word Processor…

3. Click Continue



Switching from Google Docs to MS Word 4

4. The document will display 
the Zotero citation codes



Switching from Google Docs to MS Word 5

5. Go to File > Download > Microsoft Word (.docx)



Switching from Google Docs to MS Word 6

6. Open the downloaded MS Word document



Switching from Google Docs to MS Word 7

7. Go to Zotero > Refresh



Switching from Google Docs to MS Word 8

8. Click Restore Citations



Switching from Google Docs to MS Word 9

9. Your Zotero document is now 
ready to use in MS Word



Zotero on iPad

 Installing the Zotero Application

 Connecting Your Zotero Account

 Selecting a Citation Style

 Adding an In-Text Citation

 Adding a Bibliography



Installing the Zotero Application

Install the Zotero application from the App Store



Connecting Your Zotero Account

Tap Sign In and follow the instructions to connect your Zotero account



Selecting a Citation Style 1

1. Open the Zotero application, then tap 
Back to return to the main screen

2. Tap the Settings icon



Selecting a Citation Style

3. Tap the Quick Copy menu 4. Tap the Default Format menu 5. Select your preferred citation style

6. Selection is complete
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Adding an In-Text Citation

1. Press and hold the desired citation, 
then select Copy Citation

2. A preview will appear on 
the screen. Tap Copy
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Adding an In-Text Citation

3. Open the Google Docs document, 
then paste the in-text citation after 
the desired sentence

4. The in-text citation will appear in 
your document
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Adding a Bibliography

1. Press and hold the desired reference, 
then select Copy Bibliography

2. The bibliography will be generated

1



Adding a Bibliography

3. Open the Google Docs document, 
then paste the bibliography after the 
main text

4. The bibliography will appear in 
your document

2
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