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Zotero 
Quick Reference Guide 

Version 2.0 
  

For more information on using Zotero, go to zotero.org/support 

  
What is Zotero? 
Zotero is a tool designed to  store, manage, and format bibliographic references including books, articles, and web pages.  
  
Getting Started: Create a Free Zotero User Account 
Go to zotero.org and click Register to create a free account. This will enable you to access your collected references across multiple 
computers.  
 
Opening Zotero 
Zotero is available on Marygrove College computers as an extension of the Firefox browser. (It is ONLY available through Firefox.) 
To use it on your own laptop or PC, go to zotero.org (in Firefox) and click Download Now.  
  
To open (or minimize) the Zotero pane, click on the  
ZOTERO button at the bottom-right corner of the browser:  
  
Your Zotero pane is divided into three columns: In the left column you see (or will see) your collections (subsets of your library, like 
folders); the center column displays a list of all the items in your library; and the details of a selected item appear on the right. 
  
Sync Your Zotero Account with Your Computer 
Zotero’s online syncing allows you to merge all the library items on your local computer with the Zotero servers so you can work 
with your data from any computer with Zotero installed. (This is very important if you plan to use Zotero on multiple computers!) 
You can also view your library online at zotero.org.  
  
Each time you use Zotero, follow these steps to set up automatic file syncing:  
1. Click the gear icon in the Zotero window 
2. Select Preferences 
3. Click the Sync tab 
4. Type in your Zotero username and password 
5. Place a check next to Sync automatically 
6. Click the OK button 
  
 
 
 
You can also sync manually at any time by clicking the Sync with Zotero Server button at the right end of the Zotero toolbar: 
 
Saving Items to Your Zotero Library 
Zotero allows you to quickly save references from most library catalogs (including Marygrove’s) and article databases,  
as well many web pages. For example, a record for a book in the Marygrove Library Catalog, displays a book icon in the  
address bar of the web browser. (A different icon  
appears for an article record or a web page.)  
  
  
 
 
 
 
 
 
 
Click the icon to save the bibliographic information on that item to your library.  
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When a page displays information about multiple items (for example, a list of search results from a catalog or a database), you'll 
see a folder icon in the address bar.  
  
 
 
Click the folder icon to get a list of all the items on the page.  
Check off the ones you want to save and then click OK to add  
them to your library.  
  
 
 
 
 
 
 
 
 
 
 
 
Manually Adding Items to Your Library 
Some references cannot be added by simply clicking an icon in the address bar. Non-web-based sources (e.g., a print journal article, 
a single entry in an encyclopedia, or a personal interview) must be added manually into your Zotero Library. In addition, there are 
some websites that do not provide the necessary data to be translated, or interpreted, by Zotero.  
 
To manually add an item to your library, open your Zotero Library by clicking on the  
ZOTERO button at the bottom-right corner of the browser. Then click the New Item button 
(green circle with a plus sign) and select the type of item from the menu. More types of 
items are listed under More. 
 
You can then fill in the blank fields in the right column with the source information (title, author, etc.).  
 
Organizing Your Zotero Library 
You can create collections (like folders on your computer) in your Zotero Library to organize your references. For  
instance, you might have a collection called “Interracial Adoption” for your English 312 paper on a controversial topic and another 
collection called “Organic Farming” for an Environmental Science paper. 
  
To create a new collection, click the New Collection button  
in the top-left corner of your Zotero Library. 
  
  
  
 
 
 
Then, to copy an item into a specific collection, simply drag and drop it from the center column of your Zotero Library to the appro-
priate collection on the left. 
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Deleting Items from Your Zotero Library 
To delete an item, simply select it and press the [Delete] key on your keyboard.  When you delete an item from its collection (left 
column), it will still appear in your library (center column).  
  
Deleted items go to the Trash folder, located in the left column, below all of your collections. 
 
Inserting In-Text Citations   
It’s easy to insert citations into your document using Zotero’s Drag & Drop feature. The first step is to select your citation style  
format.  
  
**Note to users of CSE (Council of Science Editors) style: You must first install this style by going to zotero.org/styles. Scroll 

down the page and click on Council of Science Editors (CSE) (author-date); then click the Install button to confirm your choice. 
  
To select your citation style format: 
1. In the Zotero window, click the Actions button 

(gear icon) and select Preferences  
2. At the top of the Zotero Preferences box, click on Export  
3. Under Default Output Format: click the down arrow and select your preferred citation style (APA, MLA, CSE, etc.) 
4. Click OK  
 
To insert a citation into your document, both the document and the Zotero window must be displayed.  
1. With a mouse click, select the item you wish to copy from the center column of the Zotero window 
2. Press and hold down the [Shift] key 
3. Drag and drop the item into the proper location in your document 
 
Creating Bibliographies with Zotero 
Method #1: Drag & Drop  
To insert a reference into your document, both the document and the Zotero window must be displayed. Select your correct cita-
tion style (see above) and then drag and drop an item from the center column of your Zotero window directly into your document. 
(To drag and drop multiple items, hold down the [Ctrl] key while selecting items.) 
  
Method #2: Click & Paste  
To add selected items to your bibliography: 
1. Select references in your library. You can select one or more items 

from the center column of your Zotero window (hold down the 
[Ctrl] key to select multiple items) or select a collection in the left 
column.  

2. Right-click your mouse and choose the Create Bibliography option 
from the menu 

3. Select your citation style from the list 
4. Under Output Format click Copy to Clipboard  
5. Click OK  
6. Return to your document; place the cursor in the correct location, 

right-click your mouse and select Paste. 
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