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What’s Zotero? 
Zotero [zoh-TAIR-oh] is a free, easy-to-use program to help you collect, manage, and cite research sources. It 
integrates with your web browser, where you do most of your research, and lets you share research with groups.  
 

Getting Started 
Go to Zotero.org and click Download Now to set up a free account with 300 MB of storage. If you use Firefox as your 

Internet browser, download Zotero for Firefox. If you use a different browser, you can download Zotero Standalone, 

along with extensions that work with Safari or Chrome, which give you additional functionality not available by logging 

in at Zotero.org. However, Zotero does not have an extension for Internet Explorer.  

 After downloading Zotero for Firefox, open it by clicking 

the Zotero link in bottom right corner of your browser 

window. It opens up as an adjustable pane in your 

browser window. 

 If you are downloading Zotero Standalone, click the 

“Zotero Connector” link to add the extension for either 

Safari or Chrome. A Zotero shortcut should appear on 

your desktop to launch the application. 

 You can access your Zotero library from any Internet 

connected device by logging in at Zotero.org. Several 

apps have been created for iPad and Android; learn 

more about them at www.zotero.org/support/mobile. But you won’t have all the same functionality when 

accessing your library at Zotero.org or via apps as when using Zotero for Firefox or Zotero Standalone. 
 

Saving Items into Your Zotero Library 
Zotero “watches” the webpages you view to see if any of them contain items Zotero 

can save for you. If Zotero detects something, a small icon will appear in the 

browser bar – a book icon when it senses a book to cite, a page icon for an article, a 

folder icon for a list of items (like in a database or catalog), etc. Click on the icon to 

save the citation directly into Zotero. 

 Alternately, you can right-click on a webpage to get options for saving the webpage to Zotero. 

 When saving a webpage, Zotero saves both a URL for the page as well as a snapshot of how the page looks at 

that moment – handy to have in case the page changes or disappears later. 

 To ensure that you capture associated PDFs copies of article citations saved from databases, go to Settings 

(gear icon)  Preferences  check the box by Automatically Attach Associated PDFs. 

 Add an item manually by clicking the New Item button (green 

plus sign). Be sure to choose the appropriate material type, 

which determines what fields are available to fill in. 

 You can drag and drop a file or folder from your computer into 

the Zotero for Firefox pane or into Zotero Standalone (this does 

not work when logged into your library at Zotero.org).  

 ALWAYS double-check your citations to be sure it captured all pertinent details like title, author, journal, etc. 

Some clean-up work may be needed to ensure correct citing in your own papers. 

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


 If a newly added item fails to capture all the details, try right-clicking on the citation entry, then click on 

Retrieve metadata for PDF. If that doesn’t work, right-click on the citation entry, then click on Create Parent 

Item, and fill in the pertinent details manually. 

 If you have difficulty opening a PDF attached to a citation, try right-clicking on the PDF attachment, then click 

on Open in External Viewer. 
 

Syncing Your Library 
If you’re regularly using more than one computer in your research, Zotero’s sync feature can keep your library up to 

date on all of them. Zotero stores a copy of your library on the Zotero.org server and checks it for updates whenever 

you open your library on a different computer. All your computers must be running the same version of Zotero and be 

configured to sync to the server. 

 In Zotero for Firefox and/or Zotero Standalone, go to Settings (gear icon)  Preferences  Sync tab. Enter 

your Zotero username and password. Check the “Sync automatically” box. Zotero will upload your library to its 

server. Repeat this configuration on each of your computers. 
 

Public & Private Groups  
Zotero lets you create as many public or private groups for collaboration as you wish. Both public and private groups 

can have online discussions on their own page at Zotero.org.  

 Private groups’ libraries will be visible and editable for group members only. Public groups can have either 

open or closed membership – open group libraries will be visible and editable for the public, and closed group 

libraries can be visible to the public, but edited only by members.  

 You can share items from your personal Zotero library with a group library. The easiest way to do this is to 

drag and drop an item from your library to the group library when using either Zotero for Firefox or Zotero 

Standalone (this does not work when logged in at Zotero.org). Note:  PDFs added to a group library will use 

the group owner’s Zotero storage space. 

 

Adding Citations & Bibliographies to Your Own Papers  
Install the MS Word plug-in, found at Zotero.org under Download. Zotero 

citing tools will appear under the Add-Ins tab in Word. 

 Place the cursor in your Word document where you want to add a 

citation and click the Insert Citation icon.  First you will see the 

Document Preferences window, where you can choose a citation 

style (additional styles can be downloaded at www.zotero.org/styles). A Zotero search bar will appear where 

you can enter keywords, author name, etc. to find an item in your library. Choose the item, hit enter, and a 

properly formatted citation will be added to your paper.  

 If you need to add page numbers or multiple sources to your citation, click the arrow by the Z in the Zotero 

search bar and choose Classic View. This will open a window displaying your Zotero library, including a box to 

fill in the page number and a button to add multiple sources.  

 Click the Insert Bibliography button to create a properly formatted bibliography for all the citations in your 

paper. It will automatically update as you add more citations.  
 

More Information 
 Zotero video tutorials:  www.zotero.org/support/screencast_tutorials 

 Zotero Quick Start Guide:  www.zotero.org/support/quick_start_guide 
 

Questions? Contact Trina Brown, Instructional/Reference Librarian at NMAH, brownkm@si.edu or 3-3867. 
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