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 Overview 

o Zotero is a free and open-source reference manager. 

o There are three versions of Zotero that you can use; two are desktop client versions, and the 

third version is their website. 

 Zotero Standalone 

 is a separate, browser-independent application. 

 It is almost identical to the Firefox extension (Zotero for Firefox). 

 Since it lives outside of your browser, it does not have all of the advanced 

features. 

 Zotero Connectors (Chrome, Safari, & Firefox) 

 After installing Zotero Standalone, you can install one or more Zotero connectors.  

 Connectors are browser add-ons that allow you to save items directly from your 

web browser to Zotero Standalone. 

 The Firefox connector is special; it is called Zotero for Firefox. 

o In this case, Zotero is embedded within Firefox, and takes up half of your 

Mozilla Firefox window.  

o It runs on your computer and is not the same as the Zotero Server 

(website). 

o Only version which allows all available features of Zotero. 

 Zotero Server  

 View your libraries while logged into their website. 

 

 Download Mozilla Firefox (free and open-source web browser). 

○ Click Download Firefox 

○ This will download a Setup Executable (.exe file) 

https://www.mozilla.org/
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○ Open Executable 

○ Select Run   

 
 

 Download Connector (Zotero for Firefox) 

○ Open Mozilla Firefox 

○ Go Zotero Download page (copy and paste into Mozilla search bar: 

https://www.zotero.org/download/ 

○ Click Install Zotero for Firefox  
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○ Zotero for Firefox will add a Zotero, Z, icon to your Mozilla Firefox web browser in the upper 

right hand corner.  
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■ When you click on the Z icon, the Zotero (half screen) online platform will appear. If you 

happen to have the Zotero Standalone application (discussed later), then this will bring 

up that screen instead. Merely close the Standalone if you wish to use the half screen 

online platform. This feature can only be used with the Mozilla Firefox web browser. 

 

 
■ When you have an article online, you can click the Save to Zotero button and it will be 

added to your library. (You will be prompted to set your preferences first, but more on 

that later.) 

 

 Download Zotero Standalone   

○ (This will download the desktop application version of Zotero onto your computer. The desktop 

version is independent of the internet.)  

○ Click the Download Zotero for Windows button on the right 

 
 

https://www.zotero.org/download/
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o This will download the Zotero Standalone Setup Executable File. 

o Open this file and run it. 

 
 

o At some point a security warning may come up, requesting an administrator password. 

 Select No when this comes up and it will let you download it anyway. 

o Select Next 

 
 

o Select Standard Setup Type and Next 

 
 

o Click Install 

o Click Finish 
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o An Existing Zotero Library Found box may open. Select Yes 

 
 

o You’ve now downloaded the Zotero Standalone application which should be open and look like 

this: 

 
 

 Register for a Zotero Account Online 

o Fill in the requested information. 

o Write down your username and password for later for syncing Zotero for Firefox or the 

Standalone with the Zotero Server. 

 

 Create a New Group 

○ Log in to your personal profile online. 

○ Click the Groups tab 

 

 

https://www.zotero.org/user/register/
https://www.zotero.org/user/login/
https://www.zotero.org/groups
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○ In the Groups tab, you’ll have listed all of the groups that you’re a part of.  

○ Create new group 

 

 
 

o Create a name for your new group  

o Choose private membership  

o Click Create Group 

 

https://www.zotero.org/groups
https://www.zotero.org/groups/new
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o Click Save Settings 
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 Add Members to Group 

○ Log in to your personal profile online. 

○ Groups tab 

○ Manage members (under the specific group you wish) 

 
 

○ Send more invitations 

 
 

 

 

https://www.zotero.org/user/login/
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○ Add emails in the first box (and a message in the second box if you wish). 

○ Invite Members 

 
 

○ You’ll now be brought to the Member Settings Page of that group, where you can now update 

roles (once invited members accept). 

○ Update roles (once they have accepted email invitations) 

 

 Update roles of Members of a Group 

○ Log in to your personal profile online. 

○ Groups tab 

○ Manage members (under the specific group you wish) 

○ Select Role from drop-down menu for each member 

○ Update Roles 

 

 Transfer Ownership of a Group 

○ Log in to your personal profile online. 

○ Groups tab 

○ Manage Profile  

 

https://www.zotero.org/user/login/
https://www.zotero.org/user/login/
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○ Select new owner from drop down menu on lower right hand side of screen. 

○ Click transfer 

 
 

 Sync Zotero Desktop Client (Zotero for Firefox or Standalone) with Zotero Server  

○ Click on the sync button. 

 
 

 Set Zotero Preferences 

○ Click on the arrow next to Settings/Actions icon in either Standalone or for Firefox. 

○ Click preferences 
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o Enter username and password information 

o Sync automatically and Sync full-text content should be checked 

 
 

 Add File to Zotero Group Library & Retrieve Metadata 

○ Open Zotero (Either Standalone or Zotero for Firefox) 

○ Follow Sync Zotero instructions  

○ Click on triangle next to Group Libraries 

○ Scroll down the left pane to select the folder you wish to add items to 

○ Drag PDFs from Windows Explorer into Zotero’s middle (white section) pane 
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○ Right click on newly added article  

○ Retrieve Metadata for PDF 

 
 

o A Progress box will appear notifying you that the metadata was received. 

 
 

o Retrieving the metadata filled in the info section of the file. 
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 Create In-text citation in Word 

○ Placing your cursor in the text where you’d like the citation to be added. 

 
○ Click the Zotero tab in the top ribbon. 

○ Click the Add citation icon, located in the upper left side of the ribbon. 

○ Select APA 6th edition as the citation style.  
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○ In the red box that comes up, type in either the name of the article, or the authors. Zotero will 

bring up some options and you can choose the article you wish to reference. 

o Double click on the article you are referring to. 

 
 

o The citation will appear in the red box (giving you a chance to edit it).  

 (If there are errors, don’t edit it here, instead see editing metadata.) 

 Click enter key 

 
 

 Create Bibliography in Word 

○ Place your cursor where you’d like to insert a bibliography. 

○ Click the Zotero tab in the top ribbon. 

○ Click the Add bibliography icon, located in the left side of the ribbon.  

○ If any information generated is incorrect, see editing metadata. 
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 Editing Metadata 

o It the info tab on the right hand side of the Stanealone or for Firefox, click in the area you wish to 

change and manually make edits here. This will ensure any generated citations or 

bibliographies will be correct. 

 
 

 Additional Training Resources 

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

o http://libguides.northwestern.edu/c.php?g=114874&p=750362 

 

 

 

Email develop.geoinformatics@gmail.com for troubleshooting questions, or drop in 

during Open Hours on Mondays and Wednesdays from 1-3 PM EDT. 
 

https://www.zotero.org/support/
http://libguides.northwestern.edu/c.php?g=114874&p=750362
mailto:develop.Geoinformatics@gmail.com

