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Zotero - User guide —Basic information

Zotero is an open-source reference manager software. It helps you to collect, organize
documents, to insert quotations and create a bibliography.

As a first step download the software from zotero.org and add the Connector. The software
works well with different operating systems (Windows, Linux, MacQOS). The Connector helps
you to save documents with one click. If you use Chrome or Safari, the browser will recognise
it and offers you the appropriate Connector.

l Home Groups People Documentation Forums Get Involved

‘ Home > Downloads

Zotero 5.0 for Windows Zotero Connector

Your personal research assistant Save to Zotero from your browser

Install Firefox Connector

Zotero Connectors automatically sense

Other platforms content as you browse the web and allow you
macOS - Linux 32-bit - Linux 64-bit to save it to Zotero with a single click.
Looking for Zotero 4.0? Zotero Connectors for other browsers

After downloading, the software’s icon will appear on your desktop, while Connector icon will
be shown in the URL lane. Connector’s format depends on the content of the page: it can be
a sheet of paper, a folder, a microphone, etc.

The Zotero interface language is the same as the browser’s language. To change it:
Edit/Preferences/Advanced/Language

300 MB of storage space is free, can be upgraded by paying extra.



Zotero’s platform

2 Zotero - [m] X
Fajl  Szerkesrtés Eszkdzdk SOgo
g B~ @~ £ w8~ &[4 N |‘:>'
v[] Teljes kinyvtar Cim Létrehozd 7 B Info Jegyzetek Cimkék Kapcsolatok
ToctMaPP “Go West, Young Woman?": The G... Goodwin-White ~
cultural heritage 200 Years of Ricardian Trade Theory Forrds tipusa Folydiratcikk
genderiDoct 200 Years of Ricardian Trade Theor... Weder &s Jones Cim "Go West, Young Woman?": The
glass ceiling 2015_Latvia's Pérkonkrusts2.pdf Geography of the Gender Wage Gap
history A bit of a dirty word: ‘Feminism’ ... McKnight through the Great Recession
international relations Alien feminisms and cinema's pos... Jelaéa v Szerzd Goodwin-Wh... Jamie - &
Medieval Anthropology and nostalgia Angé és Berliner Kivonat Despite headline-grabbing accounts
test Balkan Anti-Semitism: The Cases o... Brustein és King of the ma.ncession a.nd childless
. democracy search Breaking through the glass ceiling:... metropollta:-dwellmghwome;who
. labor Search Breaking through the glass ceiling:... ’ earn more ! an.men,t S
‘ wage gap remains persistent.
My Publications Breaking through the glass ceiling:... However, the spatiality of the
T Duplikalt elemek Breaking through the glass ceiling:... gender wage gap has received little
Besorolatlan elemek Britain, Turkey and the Soviet Unio... Tamkin attention. | ask whether, where, and
3 Kuka L] Chapter title Haan és mtsai. h?wthegenderwaga. 9P changad
X R X v with the Great Recession. Using
. o Child's Play in Medieval England Orme American Community Survey
&° Group Libraries Childhood Disability and Social ... Pfau pooled surveys for 2005-2007 and
v city - - Childhood Disability and Social I... Raine 2011-2013, | model counterfactual
"""""""""""""" J Childhood in the Middle Ages Shahar wage distributions for full-time
Children's Rights and Social Work. ... Kosher és mtsai, male and female workers in the top
fora course Cracking the highest glass ceiling :... Treiberg és mtsai. ene hundred matro areas of the
20th century Defining and measuring democracy Beetham Unlted.States, control.llngfor
education, age, experience, and
89,90 foreign pelicy 1945~ 1950-1966 Defining and measuring democracy Beetham occupation. Gender inequality is
1AI0R ANANM ANSAN dnonn 14000 Y Diabolical Rage? Children, Viole.. Katajala-Peltomaa polarizing spatially and across the
| ):’|. Did anti-Jewish mass violence exist... Gruner e wage distribution, and the recession

hatar thic nattern _Gandar

Left column: folders Base folders are grey:

e My publications: here you can upload your own documents.

e Duplicate items: if you have accidentally downloaded documents more than once,
Zotero will collect them here. To merge the items click on merge button in the right-
hand window.

e Unfiled items: all documents that have not been separated into folders will be stored

here.

e Trash: anything you no longer need and have been placed here. Items can be restored

as long as they are not deleted from Trash.

To create a new directory, click on the first icon: (new collection):

]

and name it. You can

create subdirectories, rename existing ones, delete unnecessary ones (right click on folders).

Middle column: here you can find the documents you have downloaded. If you click on the
small triangle in front of the document, you can see what attachments are included (fulltext,
URL, annotation, etc.)

Right column:

e Info: the metadata (bibliographic data) that Zotero uses to generate citations. All rows

can be revised manually.

e Notes: can be added to the document, Zotero saves them.

e Tags (keywords, subject headings): added by the search engine, the publisher, the
author or privately. All of them are searchable in the left bottom section below the

folders.




Related: linking documents that belong together: book-book chapter, conference
proceedings.

Scite: (if you have downloaded the plugin): lists how an article has been cited
(supported, discussed, mentioned). More information: Zotero Advanced - Scite plugin.



Downloading documents

You can download documents from almost any website, e.g. library catalogue, SuperSearch,
GoogleScholar, databases, etc. Zotero must be open to save. If you want to save the datato a
specific directory, you have to highlight it.

Examples of saving:

Library Catalog
1. You can use the Connector to download records from the catalogue. Open the record
and click on the connector, it will automatically save the record to Zotero.

& C  ® Nem biztonsigos | hunteka.uni-corvinus.hu/en_GB/record/-/record/display/manifestation/BCEKK899036/34f38bc5-d1ad-447a-bfd5-c99bc3bb3ct... ¥ O K ® 8 = G

i Alkalmazésok @ Capture Reference

[ Catalog Online registration My library v

Corvinus University of Budapest, Library
N
< Back to results 1./526 >
Short Long MARC Card RIS %, Dovnload

The academic profession in Europe: New tasks and new challenges/ Barbara M. Kehm, Ulrich Teichler eds. ; [contrib.
Dominik Antonowicz et al.]
Dordrec op. 2013
Series: academy : 5).
Language: English
Electronic resource: https://ebookcentral.proquest.comy/lib/corvinus/detail.action?dociD=971891

Link to this record: S  hitp://hunteka.uni-corvinus.hu/en/record/-record/BCEKK899036

SuperSearch

Connector works fine from SuperSearch. One or several more records can be downloaded at
the same time.

A) Downloading one record: click on the document title, open it, then click on Connector
(looks like as a sheet of paper):

\ &2 https://discovery.ebsco.com/c/n3fo33/details/tnmrzhvgan?limiters=FT%3AY&q=marke 98 Ty oo n @ @ i] =

[Save to Zotero (EBSCO Discovery Layer)]

~

marketing strategy ® Q ‘ e

€ Results H 6 B & I
# Peer reviewed | Article

How causal machine learning can leverage marketing strategies: Assessing
and improving the performance of a coupon campaign.

Published in: PLoS ONE, 1/11/2023, Academic Search Complete
By: Langen, Henrika; Huber, Martin

Access options v | & Download ‘



A) Saving more records at the same time:

After making a search click on Connector (the icon changes to a folder), from pop-up window
choose the documents you want to download.

/discovery.ebsco.com/c/n3fo33 /results?g=marketing strategy8autocorrect=y&li 0% % h2 A n @ @ ﬂ =

Save to Zotero (EBSCO Discovery Layer)

~

‘ marketing strategy ® Q ‘ 9

| ':' All filters (1) H Online full text H # Peer reviewed H All time H Source type W | Advanced search

Subjects: MARKETING strategy; COUPONS (Retail trade); CONSUMERS; BUSINESS analytics; MACHINE learning;
MARKETING; +4 mare

Published in: PLoS ONE, 1/11/2023, Academic Search Complete

By: Langen, Henrika; Huber, Martin

Extension: (Zotero Connector) - Zotero ltem Selector — Mozilla Firefox - X

Acq Select which items you'd like to add to your library:

|[C) impacts of Marketing Strateqy and Social Media Activity an the Profitability of Online Wine Shops A
DWhaI the audiences of performing ars find most important: An examination of the attitudinal and rel:
Articl (] Jozsa Laszid-Luiz Mouthing: Marketingstratégia - Marketing strategy (kinyvis mertetés)
.
] Marketingstratégia - Marketing strategy / Jézsa LaszI8, Luiz Moutinho (Kényvismertetés) H :
Strd|) consumer Behavior and Competition-Factors of a Successful Marketing Strateqy.
In th [ The Impact of Advertising Creative Strategy on Advertising Elasticity
X D Podcast production and marketing strategies on the main platforms in Europe, Morth America, and |
Will 1= 3 persanalization or Creativity Reuce Banner Blindness? An Executive Functions Approach Ta i || State- Thatworked well...
Subj DAssessing Green Approaches and Digital Marketing Strategies for Twin Transition via Fermatean Fu
form D Framework of Transactive Energy Market Strategies for Lucrative Peer-to-Peer Energy Transactions.
1 N N v

pvolve and competitors

s planning; Business per-

Publig

BY: M| Select All || Deselect All | | cancel | ‘E‘

Feedback

Alternative ways to download documents from SuperSearch

A) Downloading the pdf, retrieving metadata

1. download pdf to desktop, export to Zotero: File/Export PDF or

U,
File Edit View Tools Help
Mew ltern > B~
Mew MNote tle

Mew Collection...

Cloze Ctrl+W !
Export PDF...

Import... Ctrl+Shift+| I
Import from Clipboard  Crl+Shift+ Alt+| I
Export Library...

Exit

new EDS



2. drag and drop pdf into Zotero from desktop

WY oS EBT T S

s Tite
|- Applications of gravity .. 0 Mex.. 0 9 =

= Alexander and Merke...

: | Applications of gravity .. 0 Alec.. O 9 -
= Alexander and Merke...
ADAPTING THE EDUCA.. - Bary.. - -
From dual digitalizatio.. 0 Bygs.. 0 2
Financial Crises and Bu.. 0 lssa 0 0
Problems and Risks of ... 0 MV 0 0
The Impact of Virtual L. 0 Razw... 0 0

PDFs are in themselves not sufficient to insert citations, you need to have bibliographic data
(metadata). Zotero has a built-in metadata finder, in most cases it can extract the necessary
data from pdf files. This only works for pdfs that are so-called double-layered pdfs (most of
the pdfs on the web are that type). If pdf is created by scanning from a book, it does not
contain the metadata. In this case you have to enter the data manually: right click, "Create
parent item.."

B) Saving individual articles as .ris-file
Next to the article: Tools/Cite

Non-fiction
Corporate communication : A guide to theory & practice / Joep Cornelissen [01]
Summary: Corporate communication The Sixth Edition of Corporate Communication: A Guide to Theo| &6 Cite

continues to be the market leading text in its field, having been fully revised by the author to reflect n :
- - Add to project

Subjects: Tarsadalmi feleldsséq; Vallalati filozofia; Uzleti etika; Stratégiai vezetés; Vallalati vezetés; [
nikdcié; +1 more e Share
Published in: 2020, BCE Catalogue & Download

By: Cornelissen, joep

Exporting them as .ris file

Cite X

MNon-fiction

Corporate communication : A guide to theory & practice / Joep
Cornelissen [01]

Cornelissen, Joep
2020

I§ Copy citation [E» Export citation

Export to your citation toal of choice.

Export in RIS format (e.g. CITAVI, EasyBib, EndNote, Mendeley, NocdleTools, ProCite,

RefWorks, Zotero, etc.)

Using this method, metadata go directly into Zotero. Pdfs can be linked to them with right
click/Find available pdf.



C) Saving multiple articles’ bibliographic data, exporting them as .ris file

1. Save the article(s) into your Dashboard

R Saved

My dashboard Number of items: 31

Ovenview

| Y bt v

@  Projects m
0 seved = Amck

Caibiai c for Islamic and N lamic Bank Lending in Indonesia.

Viewsd ;

2. Export selected articles into your computer
Export citation X

Article

Financial Crises and Business Cycle Implications for Islamic and Non-
Islamic Bank Lending in Indonesia.

Issa, Samar

2022

+4 more items

Export to your citation tool of choice.

Export in RIS format (e.q. CITAVI, EasyBib, Mendeley, NoodleTools, ProCite, RefWorks,

Zotero, etc.)

3. Import.ris file into Zotero using File/Import. The exported file will be placed among

folders, e.g.:
~ [ My Library
Bstelbvp.ris

4. To access the pdf right click on the article’s title, choose Find available pdf

~ & My Library A Title 250, Cres Co.

—| Bstelbvp.ris ADAPTING THE EDUCA.., - Bary... -
| cultural heritage Frop~ Aual dinitalizatin n Burme n 2
| EBSCO-Export-2023-01-25 =] @) View Online s
| gender10oct Prot (3 Showin Library ]
| glass ceiling 0
o Add Note
| histery
& Add Attachment >

| international relations
MBA G28 " Find Available PDF



Troubleshooting
A) If Connector fails

1. right-click on the page, Zotero, select the form you need:

& = & w

>
Save Page As...
24
Save Page to Pockst < Olssue O Journal
Select All
Toke Screenshot =i Volume 2022: Issue
39 fice spiral; nominal
wq View Page Source Real wages: Labor
Inspect Accessibility Properties v Metrics
1e| I @ he author(s) and
Y e nressed in IME
(8 P zotero Connector > | SavetoZotero > | Saveto Zotero (Embedded Metadats)

o, S Save to Zotero (DOI)

| Saveto Zotero (Web Page without Snapshot)

Save to Zotero (Web Page with Snapshot)
—

B) If all else fails: manual data entry

In Zotero, click on the little green plus icon, select the document type you need and fill in the
data in the right-hand column:

Book Section
Journal Article
MNewspaper Article
Link to File...

Store Copy of File...

More ¥

If you click on the next icon (Add item(s) by Identifier), Zotero will search for ISBN, DOI, or any
other ID and in most cases finds the metadata and loads the required document (useful for
print books):

A v P~ | \ O = Al Fields & Tags B v

(3 K Cres L ¥ ]
ate  Enter ISENs, DOIs, PMIDs, ar¥iv IDs, or ADS Bibcodes to add to your librany:
il ||

ils




Creating a Bibliography

1. If you were making a bibliography of a collection:

Right click on the collection’s name, ‘Create bibliography from collection’:

| MiaA G2 —

Medieval
new EDS| Lo
Cford =)
PHd cou
sajat

. labor Sea -
 Political %
My Publi L

Mew Subcollection...

Rename Collection...

Delete Collection...

Delete Collection and ltems...

Export Collection...

Create Bibliography from Collection...

Generate Report from Collection..,

[ T Y

In the pop-up window, select the required reference style, tick Copy to clipboard option and

OK:

Creste Citation Bibagraphy

Citation Style:

Langusge:  English (US)

Output Mede:

) Caations
® Bibliography

Qutput Method:
O Save s AIF

Open a word processor, CTRL+V to insert the bibliography.

If some of the items in the collection were to be made into a bibliography:

Select them (using CTRL), right-click, "Create bibliography from items", then the previous
steps: style selection, copy to clipboard, CTRL+V.

Metwork Recruitment a... 0 Fern.. 0 4

Gender Sorting and the.., 2 Femn.. 0 32

Gender gap inthe exec.. - Ragi... -

Glass Ceiling for Wome... 0 Shar.. 0 5

The Behaviour of Travel... 0 Sima.. 0 0

Marned Entity Recognit.. - Stani.. - -
@ Cracking the highest gl... - Treib... -

Evaluation of Glz () View Online

Firl il = > & &

Find Available PDFs

Add to Collection

Remove Items from Collection...

Move [tems to Bin..

Merge ltems...

Export ltems...

Create Bibliography from Items...

Generate Report from Items...
Attach Mew File
Manage Attachrments

View scite report

10



Cite-while-you-write plugin
(inserting citations while writing text)

With this plugin you can insert citations while writing your paper. First, check that the word
processor includes the Zotero tab.

Faijl Kezddlap Besziirds Tervezés Elrendezés Hivatkozds Levelezés VEleményezés Nézet Zotero

If not, reinstall it: Zotero, Edit/Preferences/Cite/WordProcessors/Reinstall
Styles Word Processors

Microsoft Word
The Microsoft Word add-in is currently installed.

Reinstall Microsoft Waord Add-in

Start writing your paper, if you need a citation, click on the first icon (Add/Edit Citation), select
the citation style, then OK:

a) A red oval bar appears. Here you can enter the words that appear in the documents
you have saved, all of which contain the characters you have entered.

My Library ”

Politcal Economy of Fiscal Decentralisation in Pakistan: An Analytical Study

Ahmed and Baloch (2014), Gomal University Journal of Research, 30(2), 28-32.

Programmatic Procurement: A Political Economy Review of the Transnet Freight ...
Ayabonga Cawe (2014), Working Papers.

The Gender Wage Gap: Extent, Trends, and Explanations
Blau and Kahn (2017, Journal of Economic Literature, 35(3), 789-865.

Do Regions Benefit from Active Labour Market Policies? A Macroeconometric Ev...
Dauth et al. (2016), Regional Studies, 50{4), 692-708.

"Go West, Young Woman?": The Geography of the Gender Wage Gap through th...
Goodwin-White (2018), Economic Geography, 94(4), 331-354.

The enduring lure of socialism: The politcal economy of the subprime crisis
GyGrffy (2009).

Papua New Guinea at Thirty: late decolonisation and the politcal economy of nati...
Hawksley (2006). v

Select the one you want to use, Enter and it’s pasted. If you want more than one quote to go
in the same place, do not press Enter after selecting the first, but type another word, find the
citation you need, press Enter.

11



To insert page number, before pressing Enter click on the quote, a pop-up window appears,
enter the page number.

2* Angé and Berliner, 2015

Anthropology and nostalgia
Angé and Berliner (2015), Berghahn: Mew York, MY,

Page |

Prefi |

Suffi |

O] Suppress Author

Open in My Library

Once you have all the necessary citations, click on the 3" icon - Add/Edit bibliography - to
insert the bibliography. All references used will be included.

b) If you can't remember the documents you've saved, when the red oval bar appears,
click on the little triangle next to the letter Z letter, then click on Classic view. Result:

Add/Edit Citation

~ [ My Library

|,-i- - |sll Fields & Tags

~ Title -

|| cultural heritage

[ genderlloct

|| glass ceiling

[0 history

|| international relations

[ MBA G28
| Medieval
|| newEDS
|| Qxford

|| PHd course

|| sajat

Cracking the highest glass ceiling: A global comparison of wo..
Evaluation of Glass Ceiling Syndrome in Terms of Gender Discr...

Gender gap in the executive suite: CEOs and female executive...

Gender Sorting and the Glass Ceiling in High-Tech Firms

Glass Ceiling for Women and Work Engagement: The Moderat...

Marned Entity Recognition -- s there a glass ceiling?

Metwork Recruitment and the Glass Ceiling: Evidence from Tw...

¥ Primary Prevention of Cardiovascular Disease with a Medite...

The Behaviour of Travellers in the Transition to Responsible To...

Creator

Treiberg et al.
Yorik Karakilig
Ragins et al.
Fernandez an...
Sharma and K...
Stanislawek et...
Fernandez Ro...
Estruch et al.

Simanskiené e...

| Page A

| [J Omit Author

Show Editor...

Multiple Sources...

Cancel OK

You can also select the documents you need from here. If you need more on the same place,
you can set them by clicking on More sources.

12



Other icons:

Document preferences: Here you can change citation style at any time during and after the
editing process. To do this, simply click on a pasted citation and select Document preferences
- new style.

Refresh: if you modify data in Zotero (adding more authors, change the year of publication,
etc.) and you have already used the changed document, clicking on the refresh button will
display these changes.

Unlink citations: Zotero uses codes to insert citations. If you click on this button, the
connection between Zotero and the document will be broken, preventing, that your
references or bibliography being automatically updated later. Caution: the process is
irreversible! Only use it when you are completely ready and you are sure that you no longer
want to revise the document.

13



Registration and Synchronisation

The benefits of registration are:

1. Saved documents are also stored in the cloud, so if you replace your computer your
data won't be lost.

2. You can create group libraries.

3. Synchronisation.

You can register on Zotero.org. You can also create group directories here by setting
permissions (read, edit, open/close group, etc.)

Synchronisation: very useful if you use a common computer (e.g. pcs in reading rooms).

e Record login data you entered when registering in the software:
Edit/Preferences/Sync, Data Syncing You can also make here several minor settings:
e.g. sync fulltext, only individual directories, auto-sync, etc.

e When you're done, click the little green arrow in the top right corner and your freshly
saved documents will be stored in the cloud (you can also make this automatically by
setting the sync option).

@~ 5 g &F - | L ~ Osszes mezd & cimke = e
Cim Supporti..  Szerzé - Contrasti.. @ Menti.. & |nfg Jegyzetek Szinkronizilds zoterc.org-(v)el
Energy diploemacy: West Germany, the Soviet Uniona.. 0 Bosch 0 0 Utoljéra szinkronizalva: 34 perccel ezelétt
@ Showcasing the Great Experiment : Cultural Diplomac.. 0 David-Fox 0 3 Forras tipusa—romyomarcre
Macro-reasening and cognitive gaps: understanding ... - Fell = = Cim Macro-reasoning and cognitive

Important: if you are using a machine that is used by others (e.g. a reading room), you should
log out of your account after synchronisation and delete your documents from that machine:
Settings - Sync - Unlink account - tick the box in front of "Remove my Zotero data from this
computer" - Unlink account

Bl L

Warning *

0 Unlinking your account will prevent Zotero from syncing your data.

Remowve my Loterc data from this computer

Unlink &ccount Cancel

More information:

https://www.zotero.org/support/quick_start_guide
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