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About Zotero:  
 

Zotero is a free, open-source tool which helps students and researchers create 
a research and readings database. You can use this database to organize and 
track your research, notes, and pdfs. Zotero also connects with Word and 
Open Office to serve as a citation and bibliography generator. 

 
 
 
Installing Zotero: 
 

1) Go to zotero.org and click on Download Now. 

2) First, install Zotero Standalone. (To explain the name: Zotero used to be a browser extension. 
Now it's available as a standalone program that connects with your browser.)  

3) Next, go back to the Zotero downloads page and install the Zotero extension for your internet 
browser. (It is available for Firefox, Chrome, and Safari. I have it installed in all my browsers, but 
to start just go with the browser you use most often.)  

4) Finally, open the standalone Zotero program and go to Preferences. Click on the Cite tab and 
install the add-on for Word or Open Office (depending on which you use).  

 
(While you're at it, download this file and save it to your desktop for later.) 
 

 
 
Common Tasks: 
 
Okay, now let's play. You have just decided you will dedicate your graduate career to studying the works 
of Stephenie Meyer and her magnum opus, Twilight. Here are some common tasks you can use Zotero 
for: 

 
 
 
Books on Amazon, Google Books, Library Websites etc. 
 

• You go to Amazon.com to purchase The Book. When the page is finished loading, look for the 
small Zotero book icon to the left or right of the URL. (Its position depends on the browser you 
use.) Click it! Next you should see a small notification window telling you that Zotero has saved 
the citation information for you. 

 
• Now, you want some academic theory. Go to Google and look up "theorizing twilight." Click on 

the Google Books link for the Theorizing Twilight book. After the page loads, see how the Zotero 
book icon has appeared again? Click on it to save the source. This time, go and look at where 
it's saved in Zotero. Notice how it also saved an abstract this time? I find I prefer to save sources 
from Google Books for just this reason. Having the abstract can come in handy later.  

 
• Wait! Why are you shopping?! Zotero will also recognize books in many online library 

catalogues. For example, if you search for a book on the Milwaukee Public Library's CountyCat, 
you'll also see the Zotero book icon appear. The same is true for many university library 
catalogues, however, I've found it rarely works with PantherCat.  

 
(Okay, I'm lying. There is a way to get PantherCat to do it, but it's tricky and since PantherCat 
also links to the Google Books entry, I find that an easier way to go. Feel free to email me if you 
want me to show you how to do this in PantherCat.) 

 
 

http://zotero.org
http://katiedidnt.net/zotero/Zotero_Workshop_-_Demo_Doc.doc
http://www.amazon.com/Twilight-The-Saga-Book/dp/0316038377/
http://books.google.com/books?id=MN3dtddbwf8C


 

Articles in Academic Databases 
• Now it's time to look for some articles. Zotero will recognize most of the major databases for 

academic articles when you visit them online. For example, try searching in EBSCO using the 
term "twilight." (If you click on that link, UWM should force you to login and then redirect you to 
EBSCO.) Once the search results for "twilight" load in EBSCO, look up at the spot where you 
normally see the Zotero icon. Do you see a folder icon there? If you click on it, Zotero will ask 
you to select which search results you want to save. 

 
 

• Alternatively, you can click on the link to an individual article and save them one at a time. Look 
for an article in the EBSCO search results with a .pdf available and click on it. When the page 
loads, you'll see the Zotero icon for an article. Click on it to save the article. Then, save the .pdf 
to your desktop. (We'll come back to that .pdf in a bit.) 
 
 

 
Saving Web Content  
Zotero will create "snapshots" of webpages for you, preserving blog posts, articles, and other content for 
you to look at again later. This also means that you have an archived copy that won't disappear or 
change, even if the page is edited or deleted. Sometimes this works easily, but in other cases you may 
need to practice and find a system that works for you.  
 

• Try searching the web for "what girls want, twilight" (or, save time and just open this link). When 
the page loads you can see that Zotero recognizes this is an article you might want to save and 
a Zotero icon appears in the normal spot. However, be careful. Zotero will only take a snapshot 
of what you have loaded on the page. This article is actually continued on two more pages. This 
site gives visitors the option of loading the whole article, but some wont. In these cases, you'll 
need to load and save each individual section. (Cases like this are a pain, but it actually makes 
sense in the long run since, technically, you'd need to cite each individual page as well.) 
 

• Zotero generally works easily with most major news sites and blogging platforms. What do you 
do, however, when you're on a plain old webpage and you need to save Stephenie Meyer's 
bio?! It's easy: Simply right-click the page and look for the menu option that says "Save Zotero 
snapshot of current page." The page will now be added to your Zotero library.  

 
• Finally, you can also use Zotero on YouTube, Vimeo and other media sites. It will not, however, 

save the video file for you. It will save images from Flickr and may work with other image/photo 
sites. Here, try Flickr.   

 
 
 
Manually Adding Items, Accessing Content, Cleaning It Up, and Keeping It Organized 
 

• If you need to add a citation manually, simply open Zotero Standalone and look for the green 
icon with the plus sign. Click it and it will start a new item for you.  
 

• You'll notice there are a lot of item options to choose from: book chapters, webpages, etc. It's 
not uncommon for a citation to save as the wrong type or with errors in the information. It's a 
good idea to check over what you save each time and immediately correct what you can. That 
way you don't have to worry about it later.  

 
• In Zotero, you can organize content into folders (all visible in the left pane of the Standalone). 

You can also add tags to individual items (look for the tag icon in the pane on the right).  
 
Tip: Keep an eye on tags. When you add an item from online databases, Zotero often adds tags 
for you. If you have your own tagging scheme, you may want to clear these out so they don't 
mess up your system.   

http://xerxes.library.wisconsin.edu.ezproxy.lib.uwm.edu/uwm/?base=databases&action=proxy&database=UWI25987
http://www.theatlantic.com/magazine/archive/2008/12/what-girls-want/7161/
http://www.stepheniemeyer.com/bio.html
http://www.stepheniemeyer.com/bio.html
http://www.flickr.com/photos/k8inorbit/4359004122/in/photostream


 

 
• Various files and links can be connected to each library item. Typically, Zotero will automatically 

save either a snapshot or a link to the webpage the item came from. Or, you can do this 
manually, by right clicking the item and selecting "add attachment." This is also how you connect 
a pdf to a library item. Try connecting that pdf we saved earlier to its associated library item in 
Zotero. 
 

• You can also add notes to each item. Notes can be typed directly into Zotero, using the Notes 
tab and the text editor there. (Or, if you prefer to type your notes elsewhere, a link to that file can 
simply be added to the library item.) 
 

Tip: Watch what folder you have open when you're saving items from the browser. Zotero will 
automatically save to that folder, so make sure you actually want the items saved there. If you do this 
by accident, just drag the individual item where you want it to be.  

 
 
 
Adding Citations and Bibliographies to Your Papers 
 
When working on a paper, you can use Zotero to add citation fields every time you reference a source. 
Zotero will use these to manage your citations and generate a works cited page. Zotero will produce 
citations and bibliographies in most of the major academic styles. 
       

       
Insert Citation Edit Citation Insert 

Bibliography 
Edit 

Bibliography 
Refresh Doc Set Doc Prefs Remove 

Codes 
 
 

• Once you've installed the Word or Open Office extension, you should see Zotero icons appear in 
your toolbar for either program. As you type your paper, leave the cursor where you want a 
citation to appear and then use the Insert Citation button to add a new citation. The first time you 
use this, Zotero will ask you which academic style you want to use for this document. You can 
also tweak the citation (omitting the author name, adding the page number) at this point. Or, 
later, you can return to the citation by placing your cursor inside of it and clicking on the Edit 
Citation button. 
 

• When you've finished your paper, Zotero will generate a bibliography for you automatically, 
based on what you've cited. Just like before, place your cursor where you want the bibliography 
to appear. Next, click the Insert Bibliography button. It's common to need to edit the 
bibliography to make the font and margins match your papers. You may also want to select Edit 
Bibliography to add additional sources to the bibliography.  
 

Tip: When Zotero created the standalone program they changed the interface for importing citations 
and bibliographies into Word and Open Office. Personally, I'm used to the older dialogue window 
that popped up and I prefer it to the red search box that now appears. You can switch back and 
forth between the old and new options by going to Preferences in Zotero and clicking on the Cite 
tab. Under Cite there is an option to "Use classic add citation dialog." You may want to try both ways 
and see which you prefer.  

 
 
 
But Wait! There's More:  
 
You have now mastered most of the basic components of Zotero. There's still a lot more that Zotero can 
do, however. I recommend looking over the documentation on the Zotero website for lots of help on the 
different aspects of Zotero and some handy video guides.  
 
In particular, you may want to check out two additional Zotero features that I've only just begun to look 
at: syncing and group collaboration. Registering for a sync account allows you to back-up you library 
and sync across computers. Once you're registered, you can also create working groups with other 
registered users. These allow you to work on projects together: adding items, notes, etc. to the group's 
folder as you go. The catch with sync accounts is that free space is limited. If you want more, you have 
to pay for it.  

http://www.zotero.org/support/

