
Reference Management 
Software Tools



Learning outcome

In this module you will learn how to:

• Install Zotero

• Create your Zotero library

• Add references to your Zotero library

• Manage your documents and references

• Create bibliographies

• Use Zotero with Microsoft Word



Introduction

• Zotero is a free and open-source (free) 
reference management software to manage 
bibliographic documents.

• It is available as 1) an add-on for                       
browser or 2) a standalone version for                
,           , ,  and              .

• To download and install Zotero, go to: 
http://www.zotero.org

http://www.zotero.org/


Zotero benefits

• Zotero classifies bibliographic information on 
books, journal articles and other resources 
from websites and databases.

• It stores PDFs, files, images and links in your 
library.

• Creates bibliography in Microsoft Word or 
OpenOffice.



Step 1: Using Firefox browser, download Zotero for Firefox
and plugin for Word or LibreOffice (use Firefox browser)



In Firefox, this Software 

Installation query may appear.

If so, click on Install Now. 



Click on the Restart Now 

button to install Zotero.



Zotero has been loaded and is 

accessible by clicking on the Z

in the Firebox toolbar. 

Registering for Zotero is 

optional.



While in Taylor’s Library Website (or

online), open Zotero by clicking on the

Z logo in the right corner of the toolbar.

* Note: in older versions of Firefox, this

will be in the bottom right of the

browser window.



To start using Zotero

This will open the Zotero window within the browser.

Shows your Zotero 

libraries and 

collections as well as 

'tags' (keywords).

Left column Middle column Right column

Displays items saved in 

Zotero Libraries

Displays information 

about a selected item



You may create collections in Zotero My Library to

organize your references. Click on the New

Collection icon in the left column.
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Then, a box will appear on

your screen, for you to

name your new collection.

Choose a name and click

OK.
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Your collection will appear

in the left column.



How to add your citations.

• Citations can be added to your library in 
multiple ways:

Manually enter 
citation information

Automatically cite 
web pages

Import citation 
information for 
multiple items

Import citation 
information for a 

single item

Add an item by 
identifier (ISBN, 

DOI or PMID)
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Automatically cite web pages: 
using Firefox add on

Example: Citing from UNWTO 
Website



To import from website:
1. Go to the article and click on Create New Item in the
middle column.

Information about the current
webpage will be saved on the
right column. You can edit the
information by clicking on the
fields.



Import citation information for a 
single item : using Firefox add on

Example: Citing from Taylor’s MulT-
Search, single item (1 journal article)



Click on the article that you would want to cite.

Next, click on the Z logo on the right
hand corner.
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Then, you will see a Save to Zotero icon in the address bar
of the browser.

By clicking on the icon, the Saving to Tourism message will
appear and save the record to the specific folder that you have
created.



Import citation information for 
multiple items : using Firefox add on

Example: From Taylor’s MulT-Search



If you are on the a page with a list of MulT-Search results, you will see a Save
to Folder icon in the address bar of the browser.

Click on the icon and a box will appear with a list of all records from the
MulT-Search.
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To save the references, check the
select items boxes and click OK.



You may click on the Z icon on the right hand corner of your
browser to check the multiple items that was save from
MulT-Search in the middle column.



Manually enter citation



Click on the New Item 

icon in the middle 

column.
A drop-down menu will appear. Select 

the type of item you want to cite; here 

we select Journal Article.

In the right column, you will find fields 

that are specific to the type of item you 

selected. Fill in those fields required 

for your item.

1

2

3



Add an item by identifier (ISBN, 
DOI or PMID)



Another way to add a new item is by using the Add 

item(s) by identifier option. The icon is located in the 

middle column. You can enter an ISBN, DOI or PMID.

You can enter an 

ISBN, DOI or PMID.
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PART 2
Creating Reference List / 

Bibliography



Creating bibliographies from Zotero

1. Highlight one or more references and then 
right-click to select Create Bibliography from 
Selected Item.

2. Select Citation Style for your bibliography 
and choose one of the following formats:

a) Save as RTF.

b) Save as HTML.

c) Copy to Clipboard.

d) Print.



To create a Zotero 

bibliography:

• Select (highlight) the 

items you want to include 

in the middle column.

• Next, right-click the 

selected items.

• Choose the option 

Create Bibliography 

from Selected Items, a 

new dialog box will 

appear. 



In the new dialog box:

•From the drop down 

menu, choose the Citation 

Style you would like to use 

(example: APA 6th Edition)

• Choose the Format (RTF 

or HTML) to save your 

document

• Click on OK.



Example of a Zotero bibliography that was created
using APA 6th edition citation style and save as RTF
format.


