Referencing: Zotero - online training tasks

1. Setting up Zotero and creating an account

1.1.

Installation

You will need to install 3 separate Zotero components onto your device:

If you

Zotero application.

Zotero Connector. This is an extension for your browser which makes it easy
to add items to Zotero. Connectors can be downloaded in Chrome, Firefox,
Safari and Edge.

Zotero plug-in for your Word processor (i.e. for Word, Open Office or Libre
Office).

want to use Zotero on multiple devices, simply follow these installation steps

on each device. Your Zotero Library will then synchronise across the computers.

1.1.1.
[ ]

1.1.2.

To install the Zotero application:

Go to www.zotero.org and choose Download.

Download Zotero 7 for Windows or for macOS (you may need to click ‘Other
versions’ to see all available download options).

Open the file and then follow on-screen instructions to install the application.

| Z ‘ ‘Q  Z)
Zotero 7 for Windows Zotero Connector

Your personal research assistant Save from your browser with a single click

Download (64-bit) Install Chrome Connector

Also available: Windows ARM

Installation Help

To install the Zotero Connector:

Go back to https://www.zotero.org/download/.

Click ‘Install Connector’ (this should detect the browser you are currently
using, but if needed, click ‘Zotero Connectors for other browsers’ to find the

other extensions available to download).
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e Follow the on-screen instructions in your browser to install the Connector.
e You will need to pin the Zotero Connector extension into your browser to
ensure the icon remains visible. Please see your browser ‘Extensions’
settings.
Q wx L O

Extensions X

Full access
These extensions can see and change information

on this site.

D Zotero Connector !

1.1.3. To install the plug-in for your Word Processor:

e Open the Zotero application once it has been installed on your device.

e For Windows: click Edit > Settings > Cite. Scroll down to the Word
Processors heading and click on the button to install the Microsoft Word Add-
in or for LibreOffice Add-in.

e For Mac: click Zotero in the top menu bar > Preferences > Cite. Click Enable

next to the Word add-on.

2. Creating an account
If you sign up for a Zotero account, you will be able to access your Zotero Library

from many different computers/devices and view your Zotero library on the web.

e Go to www.zotero.org, click Log in (top right), then Register for free account
and fill in the form. You will be emailed a link to complete registration.
e Now link Zotero application on your computer to your Zotero account. To do
this, open the Zotero programme on your computer and:
o On Windows: click Edit > Settings > Sync.
o On Mac: click Zotero in the menu bar > Preferences > Sync.

e Enter your Zotero username and password.

Zotero Settings x

0% General
Sync

Data Syncing

Create Account

T, Export Username:
Lost Password?

Password: ] About Syncing

Help
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2. Tasks during the online training session

We will pause throughout the online Zotero training session to allow time to complete

the following practical tasks in turn. You will need completed all the steps in section 1

- ‘Setting up Zotero and creating an account’ above to perform the following tasks.

Task 1: Export a reference from SOLO
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Go to https://solo.bodleian.ox.ac.uk

Search for Routledge companion to screen music and sound

Click the Zotero Connector icon in your browser, this should currently display

as a folder icon depending on your browser
This will open the Zotero Item Selector in a pop-up box. Tick all the references
that you would like to import, including The Routledge companion to screen

music and sound listed first

1 z Zotero ltem Selector — O x

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

[_] The Routledge companion to screen music and sound

[_] The Routledge companien to global film music in the early sound era

[ ] Las bandas senoras de los primeros anime. Estudio de las formas musicales de la animacion japonesa €
[T} Modern recording technigues

[ Innovation in music - future opportunities

[ BOOKSHELF

[C] The Roufledge companion to Latin American cinema

[] The Routiedge companion to folk harror

[ Introduction: Framing Screen Music and Sound

[ Affect, Intensities, and Empathy: Sound and Contemporary Screen Vioclence

[ i)

(1]

[

[ Select All | [ DeselectAll |

—

Please note that the references will import into the selected folder, this will

likely default ‘My Library’ but can be switched to a different folder manually

Saving to | My Library

Click OK at the bottom-right of the Zotero Item Selector display


https://solo.bodleian.ox.ac.uk/
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Task 2: Edit an Imported Reference in Zotero

e Open the Zotero application on your device and go to ‘My Library’ option in
the left-navigation panel

Z File Edit View Tools Help

i by Library

3 Q B/ B

@Libraﬁ-r > Title

e It might be useful to add the ‘Date Added’ column if it is not already available

(right-click on the column headings and tick ‘Date Added’) and use this to sort

the imported references to show the most recently added at the top

Date Date Added v A
2015 3, Creator
017 3 [tem Type
2021 3, Date
1992 2. Year
19492 2, Publisher
2015 2, Publication
2011 2 Date Added
2017 2 Date Modified
2017 2 Extra
1
Attachments
2012 1
MNotes
1
2017-05-31 7 More Columns
©2015 7, Secondary Sert (Date Added)
©2015 T Move Column Left
2016-01-26 7

Restore Column Order
2017-05-31

=
<

e Select the reference that you want to edit. The Routledge companion to
screen music and sound. The bibliographic details will appear in the right
panel under the Info heading
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Click the ‘Author’ tab and switch this to ‘Editor’ in the drop-down menu and
make any other necessary edits
Go to the ‘Notes’ heading and click the ‘+’ icon to add a personal note onto

the reference

1 Attachment +
0 Motes +
Libraries and Collections + ~
il My Library

3 Tags =+ A

Task 3: Creating and Adding to Collection

In the left-hand panel in Zotero, right click on My Library and click New
Collection

Enter the name of your new collection where prompted.

Click the Create Collection button.

Return to the My Library collection and select the reference you wish to add
to the folder. You can select multiple references at once by holding down the
shift or command key and then click on all the references you want move into
a collection.

Right click on one of the selected references.

Select the Add to Collection option from the drop-down menu and then
select the collection you want to add the reference(s) to.

Alternatively, click on the reference you wish to add, and drag it over to the
desired collection listed on the left-hand side of the screen.

The reference(s) will now appear both in the My Library and manually

selected collection.

Task 4: Inserting a citation from Zotero into Microsoft Word

Open Microsoft Word.
Make sure your cursor is where you would like to insert the citation.

Click Zotero in the ribbon across the top of Word.
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File Home Insert Design Layout References Mailings Review View Zotero

= E 'I:'j Document Preferences
EﬁZ 4

, _ L | [ARefresh
Add/Edit  Add/Edit Insert .
€2 Unlink Citations

Citation Bibliography  Note
Zotero
e Click the Add/Edit Citation button
e Login to Zotero if prompted and ensure you have installed the Word
Processor plug-in (you will need to close Word to install the plug-in)
e Select a citation style and language option then click OK (these can be
switched later using the Document Preferences option if needed)

e The Zotero search bar will appear

Selected Ttems Hfen
ck th

The Routledge companion to screen music and sound

Mera et al. (2017), Zed Books: London, England.

e In the pane, search for a reference using the title/editor/author.
e Select the reference so it is highlighted blue then click the arrow on the right

e The reference will be inserted into the Word document as an in-text citation.
To add your Bibliography

e Move the cursor to the bottom of your document and type the heading
Bibliography

e Move the cursor below the heading and then click on Add/Edit Bibliography
in the Zotero toolbar.

e The full references for any in-text citations will now appear. The bibliography
will then automatically update with any subsequent in text citations that you
add.
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