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1
Understanding Referencing

What is Referencing?

Referencing (sometimes also called citing) 1s the practice of
acknowledging the sources you use when writing academic or
professional work. Whenever you use another author’s words, ideas, or
findings, you must show your reader exactly where that information came
from.

At its core, referencing performs two functions:

1. In-text citations — Short markers within the text that indicate the
source of the information (e.g., Smith, 2020).

2. Reference list or bibliography — A full list at the end of your
work with complete details of all sources.

Example (Harvard Style):

o In-text citation: Artificial intelligence has become a major
research focus (Russell & Norvig, 2020).

e Reference list: Russell, S. & Norvig, P, 2020. Artificial
Intelligence: A Modern Approach. 4th ed. Pearson.

In simple terms, referencing is your way of giving credit where it is due
showing respect for the intellectual property of others while
demonstrating the foundation of your own research.

Why Reference?

Referencing is more than just an academic requirement. It plays several
important roles in scholarship:
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1. Academic Integrity

Referencing shows that you are honest about where your ideas
and evidence come from.

It demonstrates that you are part of a wider academic
conversation rather than presenting others’ work as your own.

2. Avoiding Plagiarism

Plagiarism is wusing someone else’s work without
acknowledgment.

Even accidental plagiarism (forgetting to cite a source) can have
serious consequences, including loss of marks, failed
assignments, or disciplinary action.

3. Strengthening Your Argument

When you cite authoritative sources, you add credibility to your
own writing.

References show your readers that your claims are supported by
established research.

4. Allowing Verification and Further Reading

A well-constructed reference list helps readers check your sources
and explore them further.

This is essential for transparency in research.
5. Improving Your Marks
Most universities allocate marks for correct referencing.

A well-referenced paper indicates careful research, attention to
detail, and professionalism.
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Different Types of Academic Documents and Their
Referencing Needs

Throughout your academic life, you will come across various types of
documents, such as proposals, conference papers, journal articles, theses,
and project reports, each serving a different purpose

Project Proposal (Typically fewer than 20 references)

e Purpose: A short plan for research, often written before
undertaking a final project or thesis.

¢ Referencing Needs:

Focused on background reading, problem identification, and
justification of research.

References are limited but must be highly relevant and recent.

Conference Paper (10-50 references)

e Purpose: Communicate new or emerging results to the research
community.

¢ Referencing Needs:
Demonstrates awareness of current literature in a specialized area.

Often cites 20-30 key works, but can go up to 50 for more
comprehensive fields.

Journal Article (25-75 references)

e Purpose: Provides a detailed and peer-reviewed account of a
research study.

e Referencing Needs:

3| Managing References with Zotero;



Broad coverage of prior work to situate the contribution.

References range widely (25-75) depending on the discipline.

Thesis or Dissertation (200+ references)

e Purpose: A large-scale research document required for
undergraduate, master’s, or doctoral study.

e Referencing Needs:
Requires a comprehensive review of existing literature.

References may exceed 200, covering theories, methods, prior
studies, datasets, and frameworks.

Referring Easy to Handle?

At first glance, referencing may seem simple just type in the author’s
name and year in your text, then list the full source at the end. This works
fine if your document only has 5-10 references.

But as soon as the number grows 50, 100, or even 200+ references
manual referencing becomes time-consuming, error-prone, and

frustrating.

Common Difficulties
1. Updating the Reference List
Imagine you have 100 references in a thesis.

If you decide to remove the 10th citation in the text, every subsequent
in-text citation (11th, 12th, 13th...) must be renumbered if you are
using IEEE style.

This means updating both in-text citations and the reference list
manually a tedious task.
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2. Switching Between Styles

Your supervisor may ask you to change from Harvard style (author-
date) to IEEE style (numbered).

Doing this manually means rewriting every citation and rearranging
the reference list.

3. Consistency Issues

Small details matter: punctuation, italicization, author name
formatting.

A single missed comma or wrong capitalization can cost marks in an
assignment or create problems in journal submission.

4. Large-scale Projects

A PhD thesis with 200+ references is almost impossible to manage
manually.

Collecting, storing, and reusing references across multiple papers
becomes chaotic without a proper system.

Summary

Referencing = Acknowledging your sources through in-text citations and
reference lists. It ensures academic integrity, prevents plagiarism, and
strengthens your arguments. The number of references depends on the
type of document from <20 in a proposal to 200+ in a thesis.

Mastering referencing early saves time, avoids mistakes, and boosts the
quality of your academic work.
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2
Referencing Styles

Referencing styles provide rules and formats for acknowledging sources
in academic writing. Different disciplines, universities, and publishers
prefer different styles. Two of the most widely used are the Harvard
Referencing Style (author—date system) and the IEEE Referencing Style
(numeric system).

Harvard Referencing

Harvard Referencing is one of the most widely used citation styles in
academia. It is an author—date system: sources are cited briefly in the text
with the author’s surname and year of publication, and full details are
provided in a reference list at the end of the document.

Harvard is especially popular in the social sciences, business, and
education, but it is also used across many other disciplines because of its
clarity, flexibility, and ease of use.

Structure of Harvard Referencing

In-text Citations

Provide author surname + year in parentheses.
Add page numbers for direct quotations.
Examples:

Paraphrase: Artificial intelligence is shaping modern industries (Russell
& Norvig, 2020).

Direct quote: “Al is the new electricity” (Ng, 2016, p. 23).
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Reference List

e Appears at the end of the document.

o Entries arranged alphabetically by author’s surname.

e Only the first word of titles and proper nouns are capitalized.
Examples:

e Book: Russell, S. & Norvig, P., 2020. Artificial Intelligence: A
Modern Approach. 4th ed. Pearson.

¢ Journal Article: Brown, A. & Green, P., 2021. Data ethics in
machine learning. Journal of AI Research, 35(2), pp.101-120.

e Conference Paper: White, R., 2020. Advances in neural
networks. In: Proceedings of the 12th International Conference
on Al. London: IEEE, pp. 55-60.

e  Website: University of Oxford, 2023. Referencing guide.
Available at: https://www.ox.ac.uk/referencing

Handling Different Authors

One of the most confusing parts of Harvard referencing is how to handle
different numbers and types of authors.

1. Single Author
In-text: (Smith, 2020)

Reference list: Smith, J., 2020. Research Skills for Students.
Oxford: Oxford University Press.

2. Two Authors
In-text: (Brown and Green, 2019)

Reference list: Brown, A. and Green, P., 2019. Learning in the
Digital Age. London: Routledge.
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3. Three Authors
In-text: (Lee, Kumar and Silva, 2021)

Reference list: Lee, H., Kumar, R. and Silva, T., 2021.
Introduction to Data Science. Cambridge: Cambridge University
Press.

4. Four or More Authors
In-text: (Miller et al., 2022)

Reference list: Miller, D., Adams, J., Jones, R. and Clark, P.,
2022. Artificial Intelligence in Healthcare. New York: Springer.

5. Corporate Authors (Organizations, Universities, Government
Bodies)

In-text: (World Health Organization, 2021)

Reference list: World Health Organization, 2021. World Health
Statistics 2021. Geneva: WHO Press.

6. No Author
In-text: (Oxford Referencing Guide, 2020)

Reference list: Oxford Referencing Guide, 2020. Oxford: Oxford
University Press.

7. Multiple Works by the Same Author in the Same Year
In-text: (Ng, 2018a) and (Ng, 2018b)
Reference list:

Ng, A., 2018a. Al for Everyone. Stanford: Stanford
University Press.

Ng, A., 2018b. Machine Learning Basics. Cambridge:
MIT Press.

8. Multiple Works by the Same Author in Different Years
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In-text: (Jones, 2015, 2018, 2021)
Reference list: Chronological order from oldest to newest.
9. Multiple Sources in One Citation
In-text: (Brown, 2019; Kumar, 2020; Smith, 2021)
10. Secondary Referencing
When quoting a source you found in another source.
In-text: (Ng, 2016, as cited in Smith, 2019)

Reference list: Only list the source you actually read (Smith,
2019).

Is Harvard Referencing Easy to Manage?

While Harvard is clear and logical, manual handling becomes very
difficult as the number of references increases.

e Problem 1: Removing one citation in the text (e.g., the 10th)
means you must manually check the entire reference list for
consistency.

e Problem 2: Switching styles (e.g., Harvard — IEEE) requires
rewriting every in-text citation and rearranging the bibliography.

e Problem 3: Formatting inconsistencies (capitalization, italics,
commas) are easy to miss.

This is why reference managers are strongly recommended.

Common Issues Students Face

1. Forgetting page numbers for direct quotations.
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Mixing different styles (e.g., half Harvard, half APA).
Incorrect alphabetical ordering in the reference list.

Incomplete details (missing publisher, DOI, or access date).

A

Confusing use of et al. (only for 4+ authors in-text, not in reference
list).

6. Secondary referencing errors (not acknowledging both sources).

Summary

Harvard is an author—date referencing system widely used across
academia. In-text citations use (Author, Year), while the reference list
provides full details alphabetically. Different author cases (single,
multiple, corporate, no author, same author multiple works) have specific
rules. The number of references varies by document type: fewer in
proposals, hundreds in theses. Therefore, Manual referencing is prone to
errors; Zotero simplifies and automates the entire process.

IEEE Referencing

The IEEE Referencing Style is widely used in engineering, computer
science, and technical disciplines. It follows a numeric citation system,
where references are cited using numbers in square brackets [ ] in the
order they appear in the text. The full list of references is provided at the
end of the document in numerical order, not alphabetical order.

IEEE referencing is valued for its conciseness, clarity, and suitability for
technical papers, especially when large numbers of sources are cited.

Structure of IEEE Referencing

In-text Citations

References are numbered sequentially in the text.

10| Managing References with Zotero;



The same number is reused whenever the same source is cited again.
Examples:

Paraphrase: Deep learning has transformed natural language processing

[1].
Multiple citations: Several studies [2], [4], [7] support this claim.

Repeated citation: According to [1], the results are consistent with
previous findings.

Reference List
Appears at the end of the document.

Listed in the order of appearance (not alphabetically).

Author initials precede surnames. Titles of books/articles are in quotation
marks, while journals and books are italicized.

Examples:

e Book: [1] S. Russell and P. Norvig, Artificial Intelligence: A
Modern Approach, 4th ed. Pearson, 2020.

e Journal Article: [2] Y. LeCun, Y. Bengio, and G. Hinton, “Deep
learning,” Nature, vol. 521, no. 7553, pp. 436444, 2015.

e Conference Paper: [3] J. Smith and A. Kumar, “Optimization in
big data processing,” in Proc. IEEE Int. Conf. on Big Data, 2022,
pp. 101-110.

e Website: [4] IEEE, “Author Digital Toolbox,” IEEE, 2023.
[Online]. Available: https://ieeeauthorcenter.ieee.org

Handling Different Authors in IEEE

Just like Harvard, IEEE has specific rules for citing different author
cases.

1. Single Author
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In-text: [1]

Reference list: [1] J. Smith, Data Science Basics. New York:
Springer, 2019.

2. Two Authors
In-text: /2]

Reference list: [2] A. Brown and P. Green, Learning in the Digital
Age. London: Routledge, 2020.

3. Three Authors
In-text: /3]

Reference list: [3] H. Lee, R. Kumar, and T. Silva, Introduction
to Data Science. Cambridge: CUP, 2021.

4. More than Three Authors
In-text: /4]

Reference list: [4] D. Miller et al., Artificial Intelligence in
Healthcare. New York: Springer, 2022.

5. Corporate Authors
In-text: /5]

Reference list: [5] World Health Organization, World Health
Statistics 2021. Geneva: WHO Press, 2021.

6. No Author
In-text: /6]

Reference list: [6] Oxford Referencing Guide. Oxford: OUP,
2020.

7. Multiple Works by the Same Author

Each work receives a separate reference number.
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Example: [7] and [8] are two different works by the same author.

8. Multiple Sources in One Citation

In-text: /2], [5], [7]

Is IEEE Referencing Easy to Manage?
While IEEE is concise, it becomes very difficult to handle manually when
editing large documents.

Problem 1: Renumbering

If reference [ 10] is deleted, all subsequent references ([11]—-[200])
must be renumbered in both text and list.

Problem 2: Order of References

References must be listed in the exact order of citation in the text.
Moving a citation around forces manual rearrangement.

Problem 3: Consistency

Students often misplace initials, punctuation, or fail to italicize
journals.

This is why IEEE referencing requires a reference manager for efficiency.

Common Issues Students Face
1. Renumbering Errors

Forgetting to update all in-text citations when one source is removed.
2. Inconsistent Formatting
Incorrect placement of commas, italics, or quotation marks.

3. Mixing Harvard and IEEE
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Writing (Smith, 2020) instead of [1].

4. Ordering Problems

Listing references alphabetically instead of numerically.

5. Large Document Management

Impossible to keep track of 200+ references manually.

Summary

IEEE is a numeric referencing style commonly used in
engineering, computing, and sciences.

In-text citations appear as numbers in square brackets, with a
numbered reference list at the end.

Different author cases (single, multiple, corporate, no author)
follow specific rules.

IEEE is concise but extremely hard to manage manually when
reference counts are large.

Common Issues in Referencing and Why Reference

Managers Are Essential

Referencing is a cornerstone of academic writing. It demonstrates
academic honesty, gives credit to other scholars, and strengthens your
arguments. However, despite clear rules in systems like Harvard (author—
date) and IEEE (numeric), students and even experienced researchers
often face significant challenges in managing references manually.
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Common Issues in Referencing
Inconsistent Formatting

e Problem: Students often mix different referencing styles (e.g.,
combining Harvard with APA, or mixing Harvard and IEEE).

o Examples:
Writing (Smith, 2020) in one place and [1] in another.

Incorrect capitalization or punctuation: Artificial intelligence: A
modern approach instead of Artificial Intelligence: A Modern
Approach.

Missing or Incomplete Details

e Problem: References are left incomplete, making it difficult for
readers to find the original source.

o Examples:
Missing page numbers for direct quotations.
Forgetting DOI, URL, or access date for online sources.

Listing only “Wikipedia, 2024” instead of a full citation.

Handling Multiple Authors Incorrectly

e Problem: Students are often unsure how to cite sources with
multiple authors.

o [Examples:

Writing all names for a source with 5+ authors in Harvard style
(should use ef al. in-text).

Forgetting to reorder initials and surnames in IEEE style.

Large Reference Sets
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Problem: As the number of references grows (e.g., 100-200 in a
thesis), manual referencing becomes unmanageable.

Example: Deleting a citation in IEEE style forces the
renumbering of every subsequent reference, often leading to
errors.

Switching Citation Styles

Problem: Supervisors or journals may request a different
referencing style than what the student initially used.

Examples:

Converting Harvard (Author, Year) citations into IEEE [Number]
format.

Rewriting the entire reference list to match new formatting rules.

Impact: Hours of work wasted on manual corrections.

Secondary Referencing Errors

Problem: Students cite a source they didn’t read directly.
Correct practice: (Ng, 2016, as cited in Smith, 2019).

Common mistake: Only citing Ng (2016), even though the
original work wasn’t consulted.

Inaccurate Ordering

Problem:
In Harvard: References not arranged alphabetically.
In IEEE: References not listed in numerical order of appearance.

Result: Readers cannot easily follow the citation trail.

Plagiarism Risks
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Problem: Forgetting to cite or citing incorrectly can lead to
plagiarism, even if unintentional.

Impact: Loss of marks, failed assignments, or disciplinary
action.

Why Reference Managers Are Essential

Given the above challenges, modern researchers rely on reference
management software. Among them, Zotero is one of the most popular
because it is free, open-source, and easy to use.

Key Benefits of Reference Managers

1.

Automatic Citation Formatting

Instantly generates references in thousands of styles (Harvard,
IEEE, APA, MLA, etc.).

Ensures correct punctuation, italics, and capitalization.
Style Switching

Converts an entire document from Harvard to IEEE (or any other
style) in seconds.

Saves hours of manual editing.
Consistent In-text Citations and Reference Lists

Guarantees that every in-text citation has a matching entry in the
reference list.

Prevents duplication or missing references.
Renumbering in IEEE Style

Automatically updates numbers when references are added or
deleted.

Eliminates the problem of manually renumbering 100+ citations.
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5. Integration with Word Processors
Works with Microsoft Word, Google Docs, and LibreOffice.

Adds citations while writing and generates reference lists
automatically.

6. Efficient Reference Collection

Captures reference details directly from websites, databases, and
PDFs.

Saves time and avoids typing errors.
7. Organizational Features

Allows creation of collections and tags.

Stores notes, annotations, and attachments (e.g., PDFs).
8. Cloud Syncing and Sharing

Syncs libraries across devices.

Enables group libraries for collaborative research projects.

Comparing Reference Management Tools

There are many reference management tools available to researchers.
Each has unique features, strengths, and limitations. This chapter
compares some of the most popular tools Mendeley, Zotero, CiteULike,
JabRef, EndNote, RefWorks, and Papers — based on their ability to
support five main functions: Search, Store, Share, Read, and Write.

The Five Core Functions

1. Search — Ability to find references directly from databases,
online platforms, and web resources.

2. Store — Cross-platform support (Windows, Mac, Linux, Mobile)
for saving and accessing references.

18| Managing References with Zotero;



Share — Collaboration and sharing of references, documents, and
libraries with peers.

Read — Tools for extracting metadata, searching full text, viewing
PDFs, and organizing files.

Write — Integration with word processors (Word, LaTeX,
OpenOffice) to insert citations and generate bibliographies.

Tool Comparison

Reference management tools help students and researchers collect,
organize, and cite sources efficiently. Below is a comparison of five
widely used tools.

1. Zotero

Type: Free & Open-source

Strengths: Browser integration, Word/LibreOffice plugins,
group libraries, unlimited manual storage (300MB free online).

Best for: Students, researchers who want a free, easy-to-use tool.

2. Mendeley

Type: Freemium (Elsevier product)

Strengths: Strong PDF annotation, built-in research network,
collaboration features, cloud syncing.

Best for: Researchers who work in groups and annotate PDFs.

3. EndNote

Type: Commercial (paid license)

Strengths: Largest citation style database, advanced
customization, direct publisher integration.

Best for: Professional researchers with institutional access.
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4. RefWorks

Type: Subscription-based (ProQuest)

Strengths: Cloud-based, collaboration tools, easy import/export,
institutional support.

Best for: Universities with institutional subscriptions, especially
for library-driven research.

5. Citavi

Type: Commercial (with free student version)

Strengths: Combines reference management with task/project
management, note-taking, and knowledge organization.

Best for: Students/researchers who want both reference
management and project planning in one tool.

Key Comparison Points

Feature Zotero Mendeley EndNote i Citavi
Works
Paid (free
Cost Free Freemium Paid Paid ||student
version)
‘Easeoste HEasy HModerate ||Steeper HEasy HModerate‘
. L Project-
Collaboration ||Groups Strong Limited ||Strong based
‘Citation StersHLarge HLarge ||Largest HLarge HLarge ‘

When working with references and bibliographies, different reference
management tools (such as Zotero, Mendeley, and EndNote) provide
varying features, strengths, and limitations.
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Zotero — Free, open-source, easy to use, strong browser
integration, good for students and researchers who want a
straightforward reference manager with online syncing and word
processor plugins.

Mendeley — Offers PDF annotation, collaboration features, and
integration with Elsevier products. However, since it is owned by
Elsevier, it has some limitations on storage and openness
compared to Zotero.

EndNote — A commercial product with advanced features, large
style library, and strong compatibility with academic publishers.
It is widely used by professional researchers but requires a paid
license.

Key Comparison Points:

Cost: Zotero is free; Mendeley freemium; EndNote paid.

Ease of Use: Zotero is beginner-friendly; Mendeley is moderate;
EndNote has a steeper learning curve.

Collaboration: Mendeley strong in groups; Zotero allows group
libraries; EndNote limited.

Citation Styles: All support major styles (IEEE, Harvard, APA,
etc.), but EndNote has the largest style database.

Platform: Zotero (Windows, Mac, Linux, Web), Mendeley
(Windows, Mac, limited web), EndNote (Windows, Mac).

Conclusion:

Choose Zotero if you want a free, open, and user-friendly tool.

Choose Mendeley if collaboration and PDF handling are
priorities.
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e Choose EndNote if your institution provides a license and you
need publisher-level support.

Why Zotero Stands Out

Free and open-source.

Cross-platform compatibility.

Large citation style library (10,000+ styles).

Integrates with Word, Google Docs, LibreOffice, and LaTeX.

Excellent balance between search, store, share, read, and write
functions.
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3
Getting Started with Zotero

Zotero is a free software that helps you collect and organize references
for your assignments, projects, and research. With Zotero, you can easily
save details from books, journal articles, websites, and even PDFs, all in
one place. It was created by the Center for History and New Media at
George Mason University and comes with many useful features:

e Works directly with your web browser to save references quickly
e Syncs your references online so you can access them anywhere
o Creates in-text citations, footnotes, and bibliographies automatically

Zotero also works with popular word processors like Microsoft Word,
LibreOffice, OpenOftice Writer, and NeoOffice, making it simple to
insert and format citations while writing.

You can download Zotero for free at: https://www.zotero.org/

Zotero Architecture

Zotero is more than just a simple reference manager. It is designed as a
modular, layered architecture that supports the entire cycle of academic
referencing from collecting resources, storing and organizing them, to
using references in academic writing. Understanding its architecture
helps users appreciate how Zotero integrates web browsers, desktop
applications, cloud storage, and word processors into one seamless
ecosystem.
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https://www.zotero.org/?utm_source=chatgpt.com

The Layered Architecture of Zotero

The Zotero system can be understood as operating across five layers:
1. Collection Layer (Collect Resources)

Storage Layer (Manage and Organize)

Sync Layer (Share and Backup)

Processing Layer (Read and Enrich)

A

Writing Layer (Use Resources in Documents)

Collection Layer — Capturing Information

Browser Integration: Zotero’s browser connectors allow one-click
capture of references from academic databases (e.g., PubMed, IEEE
Xplore, Google Scholar), library catalogs, and web pages.

Identifier Recognition: Zotero can add references automatically using
unique identifiers such as DOI, ISBN, PMID, or arXiv ID.

PDF Import: PDFs can be dragged into Zotero, and the system retrieves
metadata automatically.

Manual Entry: Users can create new items manually when metadata is
unavailable.

This layer ensures researchers can easily collect resources from multiple
sources without tedious manual data entry.

Storage Layer — Organizing and Managing

Local Database: Zotero stores all references in a SQLite database on
the user’s computer.

Collections and Sub-Collections: Users can create folders to organize
references by topic, project, or course.
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Tags and Notes: Each reference can be annotated with personal notes or
tagged with keywords.

Attachments: Zotero supports linking or storing PDFs, images, and
datasets alongside references.

This layer is about structuring and organizing information, enabling
quick retrieval and flexible management.

Sync Layer — Cloud and Collaboration

Zotero Cloud Sync: By creating a free Zotero account, users can sync
references across multiple devices (desktop, laptop, mobile browsers).

Storage Options: Free account provides limited cloud storage for PDFs.
Additional storage can be purchased, or users can configure third-party
storage (e.g., WebDAV).

Group Libraries: Researchers can create shared libraries for
collaboration, allowing teams to build joint bibliographies.

This layer ensures synchronization, backup, and collaboration, making
Zotero useful for both individual and group research.

Processing Layer: Reading and Enhancing References

Metadata Enrichment: Zotero extracts metadata from web pages,
PDFs, and databases to create structured reference entries.

Full-Text Indexing: PDFs can be indexed for full-text search within
Zotero.

Annotation and Notes: Users can add notes, highlight important points,
and create summaries directly in Zotero or using add-ons.

Plugins and Extensions: Tools like ZotFile extend functionality (e.g.,
advanced PDF management, automatic renaming of files).
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This layer enhances references, making them more searchable, annotated,
and ready for use in academic writing.

Writing Layer: Using References in Documents

Word Processor Integration: Zotero integrates with Microsoft Word,
LibreOffice, and Google Docs via plugins.

Cite While You Write: Users can insert citations into documents directly
from Zotero.

Automatic Bibliography Generation: Zotero creates formatted
bibliographies instantly.

Style Switching: References can be reformatted into thousands of
citation styles (Harvard, IEEE, APA, MLA, etc.) with a single click.

This layer is the output stage, where references collected and managed in
Zotero are applied to academic writing.

Zotero System Components and Flow
The architecture of Zotero can be summarized as:

1. Input (Collect) — References captured from web, databases,
identifiers, or PDFs.

2. Storage (Organize) — References stored in local database and
collections.

3. Sync (Cloud) — References backed up and shared across
devices.

4. Processing (Enrich) — Metadata extraction, annotation, and
full-text indexing.
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5. Output (Write) — Citations and bibliographies inserted into
academic documents.

This layered design ensures that Zotero supports the entire research
workflow from discovery to publication.

Advantages of Zotero’s Architecture

Seamless Integration: Works across browsers, desktop apps, and
word processors.

Flexibility: Supports multiple input types (web, PDF, manual, DOI).

Scalability: Can manage small projects (10 references) or large
databases (thousands of references).

Collaboration: Group libraries allow team-based research projects.

Extensibility: Add-ons like Better BibTeX (for LaTeX) and ZotFile
enhance functionality.

Zotero Functionality
The following list shows the common functionalities available on the
Zotero.

Zotero recognizes bibliographic information on books, journal arti-
cles, and other resources from websites and databases and extracts
metadata from these sources.

Store related PDFs, files, images, and links in your library

Create a bibliography in MS Word or OpenOffice.

Publish shared libraries for your organization, class, or research

group
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The next section briefly explains how to install Zotero.

Install Zotero

To install Zotero, go to the Zotero  website at
http://www.zotero.org/download/ and click on the red Download button.
Figure 2 shows the Web interface for Zotero download page

zotero Groups  Documentation  Forums Getlnvolved  Log In Upgrade Storage

IZI e, \_Z'

Zotero 70\/indows Zotﬁonnector

Your personal i:uc rch assistant Save from your browser with a single click

Download (64-bit) Install Firefox Connector

Also available: Windows ARM

Figure 2: Zotero Download page

1 Click here to download Zotero 7 for Windows system

2 Click here to connect to the Firefox Connector

It will download Zotero installation setup into your computer. After
downloading the file execute the setup file to install Zotero.

|1_]\| Fotero-5.0.35.1_se...exe

/398 ME, Paused

To install Zotero use the following steps.
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Z) Zotero Setup - X 2 Zotero Setup - X
Setup Type
Welcome to the Zotero Setup . -
Wizard PP \
Choose the type of sefup you prefer, then cicc Next
This. wizard wil guide you through the instalation of Zotero,
Itis recommended that you dose al other applications Ostandard
efore starting Setup. This will make it possble to update: y ’
relevant system fles without having to reboot your E R L T e D e
computer
®custom
Clidk Next to continue. You may tobe installed. for
Next > Cancel <Badk Next > Cancel
125 Zoters Setup - X {2 Zotero Setup X

Choose Install Location Set Up Shortcuts
Choose the folder in which to install Zotero, ¥ Create Program Icons !

Setup wil install Zotero in the folowing folder. Tonstall in a different folder, cick Browse and e
select another folder. Click Next to confinue. reate icons for Zotero;
onmy Desktop

[A1n my start Menu Programs folder

Destination Folder

Bronse.

Space required: 32.2M8
Space available: 34.36B

\ 4

@

Recently added Create

Zotero

Click Zotero icon ] {.)
tO eXGCute the Chrome = Moxzilla Firefox

application

AE Access 2016

A~ Adobe Reader 8 TeXstudio

£ Alarms & Clock

Note that: since both Firefox and Zotero are open source programs and

linked to each others’ programming, it is best to download Zotero from
Firefox.

Install Chrome Connector
Use the following activities to install chrome connector

e Click on the “Install Chrome Connector” Button

e In the Add Zotero Connector Windows Click “Add Extension”
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After Create connection n between Chrome and Zotero you can see
Zotero connection on the Web Browser.

EvElEE — | o
lulti-age X 7 Zotero|[ X

ro.org/download W 2 :
il Intelligence [l (53 unread) - Yahooo [ IJCNLP 20 X »

Zotero
Connector

Install Browser Plugins

An active community of Zotero users has developed a variety of plugins
to provide enhancements, new features, and interfaces with other
programs.

e To install a plugin in Zotero, download its .xpi file to your computer.
e Then, in Zotero, click “Tools — Add-Ons”, then drag the .xpi for the
plugin onto the Add-Ons window that opens.

Installing Plugins in Zotero

Zotero’s core features (adding references, creating citations, generating
bibliographies) are powerful, but you can extend its functionality using
plugins. Plugins allow you to add extra features such as integration with
other apps, improved citation styles, and workflow tools.

What are Plugins?

Plugins are small software extensions created by Zotero developers or
the community. They help you:

e Connect Zotero with other tools (e.g., LaTeX, Notion, Obsidian).

o Enhance citation styles and bibliographic features.
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e Add productivity tools like advanced search, PDF renaming, or
duplicate checking.

How to Install a Plugin
1. Find a Plugin

o Visit the official Zotero plugin  directory:
https://www.zotero.org/support/plugins

o Download the plugin file (usually ends in .xpi).
2. Open Zotero Preferences

o In Zotero, go to Tools — Add-ons (or Edit —
Preferences — Add-ons on some systems).

3. Install the Plugin

o Drag and drop the .xpi file into the Add-ons Manager
window.

o Or click the gear icon in the Add-ons Manager —
Install Add-on From File — select the .xpi file.

4. Restart Zotero

After installation, restart Zotero to activate the plugin.

Popular Zotero Plugins

1. Better BibTeX (BBT): Essential for LaTeX users; enables
BibTeX export and citation key management.

2. ZotFile: Advanced PDF management (rename files, extract
annotations, move PDFs).

3. Midnotes: Export notes to Markdown, useful for Obsidian/Notion
users.
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4. Zotero LibreOffice/Word Integration: For citation and
bibliography insertion in documents.

5. Zotero DOI Manager: Automatically updates or fixes missing
DOls.

. Z File Edit View Tools Help

il FoC RTF Scan

ﬁ Install Browser Connector... j v Q> All Fields & Tags
3 v [l My Library Plugins ~  Creator #
| v [ FOC Developer

he English Gram...  Enget.. T

(] Zotero Worksh Manage Attachments

3 SINHALA

Connect with Zotero Cloud

Visit www.zotero.org you can create a Zotero account. You need a Zotero
account to synchronize your library, participate in groups, or post to
support forums. Data synchronization transfers library items, notes, links,
tags, etc. everything except attachment files between your local computer
and the Zotero servers, allowing you to work with your data from any
computer with the Zotero extension. It also allows you to view your
library online on www.zotero.org.

To synchronize your data with the Zotero web server, open Zotero's Sync
preferences tab and enter your login information in the Zotero Sync
Server section.

To create a Zotero cloud use the following steps

e (Go to https://www.zotero.org/user/register and create new ac-

count
e Fill Zotero registration form and submit (There is a email verifi-
cation)

e You need to memorize your user name and password to connect.

32| Managing References with Zotero;


https://www.zotero.org/user/register

< C | @ Secure | https//www.zotero.org/user/register Q o ¥t =

2 Apps [E) Electronic Experimen | Artificial Intelligence Bl (53 unread) - ¥ahoo! [ LCNLP 2017 >

zotero e

[ g ——

Register

Register for = free account - Lag in to your a

Forgot your passwerd?

If you haven't already created a Zotero account, please t

it lets you join groups and back up all your att Fl t 1S T0rm

to register

Username

https://www.zotero.org/ <username=

Email

Confirm Email
Password

Verify Password

Im not a robaot

Use created Zotero account and Login to Zotero Cloud
zotero Groups  Documentation  Forums  Getlnwolved  Logln

Register for a free account Forgot your password?
Login
Username or Email

Password

[ Remember Me

Keep me signed in

Then you can use 300MB free Quota to manage your references.

Now you are required to connect this Zotero cloud and your Zotero
application To connect Zotero app and the cloud

Goto Zotero Menu Edit — Settings — Sync

Add username and password
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6t General
Sync Add
Data Syncing and
T, Export Username:  hbfoc password
" Password: eeessessesd|
=, Cite
Set Up Syncing
& Advanced

Manage Zotero local Database

In addition to the Zotero cloud space you can use local machine location
to store your resources. To change the default location, do the following.

Zotero Menu — Settings — Advances

Change the base directory and Data Directory locations

Zotero Settings

Q_ search
& General
Revert to Absolute Paths...
= Sync
Data Directory Location
2, Export
Data directory: C:\Users\bhett\Zotero
=, Cite Show Data Directory Use Custom Location...
8 Advanced .
Database Maintenance
Check Database Integrity Reset Translators... Reset Styles...

Working with Resources
Zotero window has three columns that represent different levels
specificity for your references:
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e The left column shows your Zotero libraries and collections as
well as 'tags' (keywords)

e The middle column displays items contained within the selected
library

e The right column displays information about a selected item.

Z File Edit View Tools Help

T My Library (47}
i Q B~ # T~ O~ ) & A Comparison of the English Grammatical Errors K}
of Chinese Undergraduates from China and
~ [ My Library Title ~ Creator 4  Malaysia
«M - 5 Re: hGate Link
Byrec > = AComparison of the English Grammatic.. Engetal = searchiate Ln
[ ZoteroWorkshop 5 = iy error analysis on Turkish EFLlearers’..  Duygun.. = 0 Notes +
I SINHALA » = ® Analysis of spelling errors from the 'd...  Cidrim ¥ Libraries and Collections + A
O Test > = Budditha Hettige ® il My Library
1 Untitled 1 > = Building a Linguistic Resource - AWord .. Femand.. = 0Tags i
My Publications = Buikding a Linguistic Resource : AWord .. Femand,
2 Related + ~
Duplicate Items & Building a Linguistic Resource : AWord .. Fernand o)

< Building a Linguistic Resource : A Word

» [} Building a Linguistic Resource: A Word F..  Fernand Frequency List for Sinhala

® Computer Science - Comp,

® handwriting » = Effect of Age, Gender and Vowel Type o Narasim.. * = | Evaluating lists of high-frequency words:
" Teachers’ and leamners’ perspectives
Dyslexia Introduction Leaming 5 = Ealuating lists of high-frequency words:..  Danget.. = perspe
orthography Teaching
> = Introducing ChatGPT »
» & Past, Present and Future Trends in Multi- Goonati... =

77 @ Sinhala-English Parallel Word Diction...  Wickra...

Filter Tags Y- = Sinhalese Language, A Comprehensive G.

Note: Click on the edit menu and Preferences to view more options.
Many of Zotero's features can be customized via the Zotero Preferences.
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Zotero Settings X

& General
Cite
= Sync
Style Manager
2, Bxport Title Updated

American Chemical Society 11/13/2022

| Ameican Medica s 11th i sascs
| 3/17/2024

American Political Science Association

| 2 Advanced American Psychological Association 7th edition 1/23/2025
; American Saciological Association 6th/7th edition 6/30/2025
Chicago Manual of Style 18th edition (author-date) 8/25/2025

Chicago Manual of Style 18th editian (notes and bibliography) 8/25/2025

Chicago Manual of Style 18th editian (shortened notes and bibliography) 8/25/2025

Get additional styles. & +

Citation Options
") Include URLS of paper articles in references

When this option is disabled, Zotero includes URLS when citing journal, magazine, and newspaper articles only if the
article does not have a page range specified.

Toals

e Edit, il D

Within Zotero’s My Library, you can create collections - to organize your
references.

Create a new Collection

Click on the New Collection icon in the left column.

A box will appear prompting you to name your new collection. Choose a
name and click OK. Your collection will appear in the left column.

B @ O A B~ &4

B v

~ [ My Library A T Creator # B

| ACLJOUR New Collection Pt ve... | @~

| Activity a.. Adams

Al 0_‘ Enter a name for this collection:

5] y se... Agarwal et al.

| CTHE_TEST | re.. Agic etal,

| Dictionary pt... Ahmed and Singh

| Dictionary123 Cancel E. al

| Evaluation g... Allan

I Human Parsing ~| Prepositional Phrase Attachment and Generati... Almeida

| KDUSW 4" Morphological Analysis and Generation of Ara... Altantawy et al.
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Exercise 1

In the left column, click on New Collection icon and name this collection
FOC Then create a sub collection Zotero Workshop.

Z  File Edit View Tools Help

{73 Zotero Workshop 7| Building a Linguistic Resor X 7 | Past, Present and Future
Q v P v B~ Q_~ All Fields & Tags
~ fll My Library Title Creator  #
v FoC
[~ Zotero Workshop

3 SINHALA_COPUS
[ Test

—~—

Adding Citations to Zotero

You can add citations to your library in several ways:

e Manually enter citation information

e Import citation information for a single item
e Import citation information for multiple items
e Automatically cite web pages

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

Manually Insert Citation information

To create a citation manually in Zotero, 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
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will find fields that are specific to the type of item you selected. Fill in
those fields required for your item.

Z File Edit View Tools Help

I My Library ‘

Q v P v Q_~ Al Fields & Tags AC
of
~ [ My Library Book ~ Creator # Mal
v Foc Book Section 2 English Grammat... Engetal. < @

£ Zotero Workshop Document Turkish EFL learne...  Duygun... <

C SINHALA Journal Article 1g errors from the ... Cidrim ... 7

£ Test Newspaper Article =
= Untitled 1 Resource : A Wor... Fernan... T

Arhwarle

Exercise 2
In Zotero, click on the New item icon in the middle column.

e Select Book

e Enter the following title, author, publisher and publication date:

An Introduction to Medicinal Chemistry G.L. Patrick, Oxford
University Press, 2013

Import Citation information for a single item

Zotero is compatible with many databases in a web browser zotero icon
will apear. If you click on zotero icon, the citation information will be
immediately added to your collection in Zotero. Note the other Save to
Zotero options.
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@ Buddit x + Vv — 0 X

¥

107% ¢ @ 55 B =

O Reader 0 ! Howdy, budditha & Q

Jres. from €4/month grade

Note: If you have not opened Zotero and opened the collection you want
to use, the citations will placed in the Unfiled Items collection.

Exercise 3:

Open a webpage “Wikipedia” and find some information “multi agent
system” Now click Save to Zotero icon

Eeditie
Budditha Hettige (ORCIC X/ W Multi-agent system - Wil X

= C' | & Secure | https;/fen.wikipedia.org/wiki/Multi-agent_system @ Ln]
nops B - S
2 Zotero — O X
¢ {File Edit Tools Help
G N - £ B~ |4 N ¢
3
SRR P (3 My Library ~ Title Creator # B Info MNotes Tags Related

ACLIQUR
Activity

1] Multi-agent system
Item Type Encyclopedia Article

WiK1

The Free E

Title Multi-agent system
~ Author (last], (first)

Import Citation Information for Multiple Items

If you are on a page with a list of results and select items using the
checkbox, open the Send to drop down menu and click on Send to
ZOTERO.
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F20 Budditha Hettige (ORCIC X | W/ Multi-agent system - Wil %

< C | & Secure | https://scholar.google.com/citations?use: W
31 Apps [E) Hlectronic Experime Artificial Intelligence Bl (52 unread) - Yahoo! [ LCNLP2017 PP Transactions ofthe & [}
= Google Scholar Q
g 2 Zotero Item Selector - m] x
Select which items you'd like to add to your library:
BUdd|thC Developing lexicon databases for English to Sinhala machine translation L
Lecturer -Fal|— A Morshoiogical analyzer to enable English to Sinhala Machine Transiation
Verified emd A Parser for Sinhala Language-First Step Towards English to Sinhala Machine Translation
Transliteration system for English to Sinhala machine translation
Machine Tra () A cOMPUTATIONAL GRAMMAR OF SINHALA FOR ENGLISH-SINHALA MACHINE TRANSLATION |15
MaSMT. A Multi-agent System Development Framework for English-Sinhala Machine Translation
Multi-agent System Technology for Morphological Analysis
An Evaluation methodology for English to Sinhala machine translation
ARTICLES  CITEDBY  CO-AUl ) yyep based English-Sinhala translator in action
First Sinhala chatbot in action
TITLE : A Multi-agent Solution For Managing Complexity In English To Sinhala Machine Translation . YEAR
Develop lexicon databd| Select All || Deselect All Cancel || OK ||g 2007
B Hettige. runananda

ormation Systems, 2007 ICIIS 2007 International

Exercise 4:

Open your Google Scholar account and save some selected reference in
to Zotero library.

Attaching files to items

In Zotero, any type of file can be attached to an item. Items such as the
PDF of an article or images can be opened in the Firefox window, while
other file-types open in external programs.

You can add attachments to items by right clicking on the item middle
column and select “Attached new file”

After file attached use “Rename file from Parent Meta data” to rename
the file according to its parent data.
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2 Zotero

File Edit Iools Help
s @~

v [ My Library

ACLIOUR

Activity

a

v [ CTHE

Zotero Workshop

~ Title

- [m) X
@-f B~ #-|a Sat
Related
4 Developing lexicon d .
+ i Octopus: A Multi Agent Chatbot Item Type Conference Paper

2015 - Octopus A Multi Agent Chatb... Title Octopus: & Multi Agent Chatbot
~ Author Hettige B. =

~ Author Karunananda, A.S. 2 @&

Abstract
Date 2015
Proceedings Title Praceedings of 8th International
Research Conference KDU

Conference Name

Note that, All files stored in the Zotero library are kept in a folder within
the Firefox profile directory (unless another location is specified in the

Advanced preference tab).

Zotero Right-Side Toolbar
.On the right side of the Zotero window, you will see a vertical toolbar.
These icons allow you to manage, organize, and annotate your references

easily.

l

!

!

!

Refresh / Sync

Keeps your Zotero library synchronized.

Item Information

Displays bibliographic details of
the selected item

Notes

Add personal notes related

to a reference

Attachments

Manage files linked to a reference

Tags
Add colored or keyword-based tags

Related / Library Lookup
Shows related references or
library catalog links

Related Items
Connects references together

Links / URI

Add or view external links
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Create Note Tags and Relations
Zotero gives a way to add Note, Tags and relations for the existing
resources.

Tools  Help o X
—~
'
q Egv ‘;pi % v @ v Qv All Fields & Tags A Comparison of the English Grammatical Errors l}
of Chinese Undergraduates from China and
Title A~ Creator 4 Malaysia =
vBa Comparison of the English Grammatical Errors of ... Eng et al. bul 1Note +n~ B
op this book provide Complete note on Sinhala gram... this book provide Complete note on
Sinhala grammar using English terms
= Full Text PDF =
&= ResearchGate Link 7 Libraries and Collections AT E'
> = An error analysis on Turkish EFL learners’ writing tasks Duygunan.. © i LTy ™
> = @ Analysis of spelling errors from the ‘dyslexic sight ...  Cidrimetal. = 2 Tags + ~ @
> = Budditha Hettige —| > Language Book @
> = Building a Linguistic Resource : A Word Frequency Lis... Fernando.. = & Sinhala Grammar
= Building a Linguistic Resource : A Word Frequency Lis..  Fernando ... @ 2 Related aF e
= Building a Linguistic Resource : A Word Frequency Lis..  Fernando ... = Building a Linguistic Resource : A Word

> [) Building a Linguistic Resource: A Word Frequency List.. Fernando.. =

Using Created Tags, you can filter your reference easily. By clicking on
the tags you can see related items only.

Z File Edit View Tools Help = a

X
| 1l Foc o |
(i} O\ [a ) / a ~ D v Q_~ All Fields & Tags A Comparison of the English Grammatical Errors [B
: of Chinese Undergraduates from China and
~ [l My Library Title ~  Creator 4  Malaysia =
Sinhala grammar using English terms
vE3Foc > [B) A Comparison of the English Gram... ~ Enget.. B g 9 2
9 Zotero Workshop T, Libraries and Collections + A
1 SINHALA 1 My Library B
i
E
® Computer Science - Comp... 2 Tags e
® handwriting © Language Book

Language Book % Sinhala Grammar
Sinhala Grammar
@ 2 Related + A
= Building a Linguistic Resource : A Word
Frequency List for Sinhala
£/ Evaluating lists of high-frequency words:
Filter Tags Y~ Teachers' and learners’ perspectives
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Zotero Lookup Options

When you click on the Lookup icon in Zotero, a menu appears with
different ways to access the full text or additional information about your
reference.

dges
@ |7
= Open PDF in New Tab

@ View Online

@ Library Lookup

# Google Scholar

Manage Lookup Engines...

Options Explained
1. Open PDF in New Tab

o Opens the attached PDF of the reference in a new Zotero
tab (if a PDF is available).

o Useful for quick reading or annotation inside Zotero.
2. View Online
o Opens the item’s URL or DOI link in your web browser.

o Handy when you want to check the publisher’s page,
official journal site, or blog.

3. @& Library Lookup

o Searches for the item in your institutional or configured
library catalog.
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o Often used to see if your university library provides full-
text access.

4, B Google Scholar

o Runs a search for the item directly in Google Scholar.

o Useful if you need alternate access or related works.
3. Manage Lookup Engines...

o Opens Zotero’s preferences where you can add or edit
lookup engines.

o Examples: PubMed, CrossRef, university proxy services,
or custom search engines.

If your university provides access to journals, configure your Library
Proxy or add your university catalog under Manage Lookup Engines.
This way, Zotero can take you directly to full-text access through your
institution.

Creating bibliographies from Zotero

To create a bibliography from Zotero, highlight one or more references
and then right-click to select Create Bibliography from Selected Item.
Then select a Citation Style for your bibliography and choose one of the
following four Formats to create your bibliography:

e Save as RTF will allow you to save the bibliography as a rich text
file, which can be opened for example in Word.

e Save as HTML will allow you to save the bibliography as a
HTML file for viewing in a web browser.

e Save to Clipboard will allow you to save the bibliography to your
clipboard to paste into any text field.
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¢ Print will send your bibliography straight to a printer.

Use the following steps

Select (highlight) the items you want to include in the middle column. To
select multiple items, hold control down and left-click Next, right-click
the selected items.

e Choose the option Create Bibliography from Selected Items, a new
dialog box will appear

e From the drop down menu, choose the Citation Style you would like
to use (Vancouver)

e Choose the Format (RTF or HTML) to save your document

e Click on OK

File Home Insert Draw Design Layout References Mailings Review View Developer Zotero Help

H? i {:§ Document Preferences Zotero - Document Preferences
- £ [2 Refrest et
Add/Edit  Add/Edit Insert L& Reesh Citation Style:

Citation Bibliography = Note 3§ Unlink Citations
: Chicago Manual of Style 18th edition (notes and bibliography)

Zotero

:ETJ MISSING PROOFING TOOLS Text in Dutch s not being checkes Chicago Manual of Style 18th edition (shortened notes and bibliography)

Cite Them Right 12th edition - Harvard

wovliae susau g o

Elsevier - Harvard (with titles)

Select (highlight) th (N
TO select multiple it( Modern Humanities Research Association 4th edition (notes)

click the selected it€é  Modern Language Association 9th edition (in-text citations)

Nature

e Choose the optic
Vancouver

dialog box will ¢
Manage Styles.

This is an example of a Zotero bibliography that was created using the
IEEE citation style and RTF as format. This can be saved as a Word .doc
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[1] B. Hettige. A. S. Karunananda, and G. Rzevski, “Multi-agent System Technology for
Morphological Analysis,” Proceedings of the 9th Annual Sessions of Sri Lanka Asseciation
Jfor Artificial Intelligence (SLAAI), Colombo, 2012.

[2] B. Hettige and A. S. Karunananda, “A Parser for Sinhala Language-First Step Towards
English to Sinhala Machine Translation,” in Industrial and Information Systems, First
International Conference on, 2006, pp. 583-587.

[3] B. Hettige and S. K. Asoka, “An Evaluation methodology for English to Sinhala machine
translation,” in Jnformation and Automation for Sustainability (ICL4Fs), 2010 5th
International Conference on, 2010, pp. 31-36.

[4] B. Hettige and A. S. Karunananda, “Transliteration system for English to Sinhala machine
translation,” in Industrial and Information Systems, 2007. ICIIS 2007. International
Conference on, 2007, pp. 209-214.

[5] B. Hettige and A. S. Karunananda, “First Sinhala chatbot in action,” Proceedings of the 3rd
Annual Sessions of Sri Lanka Association for Artificial Intelligence (SLAAI), University of
Morattova, 2006.

Word Processor Integration

Zotero's Word and OpenOffice plugins allow users to insert citations
directly from their word processing software. You can find a link to install
the plugin on the Zotero homepage (www.zotero.org). After installing the
plugin and clicking on Zotero, you should see this row of icons in your
Microsoft Word toolbar:

e Horme nse Liesign Ay ou

[_]E 67 'l:'z‘ Document Preferences

. . Eé Refresh
Add/Edit  Add/Edit
Citation Bibliography

€2 Unlink Citations

Zotero

Add/Edit Citation Add a new citation or edit an existing citation in your

]
Z document at the cursor location.

Add/Edit Bibliography Insert a bibliography at the cursor location or edit an existing

i z bibliography.

Document {:g Open the Document Preferences window, e.g. to change the
Preferences citation style.
Refresh ! Refresh all citations and the bibliography, updating any item

metadata that has changed in your Zotero library.

Unlink Citations ') Unlink Zotero citations in the document by removing the field
codes. This prevents any further automatic updates of the
citations and bibliographies.

Note that removing field codes is irreversible, and should
usually only be done in a final copy of your document.
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Add References

click on the Zotero Add/Edit Citation icon. If this is the first citation to
be added, the Document Preferences window will open. Choose the
bibliographic format you want to use and click on OK — in this case IEEE.

The new Z box will appear. Click on the Check and then Classic View
option. The Add/Edit Citation window will open.

In the Add/Edit Citation window, highlight the citation you want as a
reference.

Add the page # and click on OK

2 T 2 S3. 4 s ..
Add/Edit Citation X
v [ My Library ~ Title - R
ACLIOUR & A Morphological analyzer to enable Englishto Sinh... ... ~
This is a sample Activity &' A Parser for Sinhala Language-First Step Towards E.. ...
Al 5/ An Evaluation methodology for English to Sinhala ... ...
{Citation} v [ CTHE & Computational model of grammar for English to Si.. ...
Zotero Workshop 4 Developing lexicon databases for English to Sinhala ... ...
CTHE_TEST First Sinhala chatbot in action
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Dictionary123 (L] Mutti-agent system
Evaluation Multi-agent System Technology for Morphological ..
Human Parsing v @ Octopus: A Multi Agent Chatbot v

Show Editor... Multiple Sources... Cancel

Create a bibliography

To create a bibliography, click on the Zotero Insert Bibliography icon.
This automatically adds the bibliography (in the IEEE format) to the
bottom of the document.

Note: Do not use your word processor to edit citations. Any changes
automatically will revert to the original as Zotero updates your document.
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Citation Styles
A core feature of Zotero is its ability to automatically format citations and
bibliographies.

By default, Zotero comes with a selection of popular styles (such as APA,
Harvard and Vancouver), but many more are available through the online
Zotero Style Repository at:

http://www.zotero.org/styles

Visit the Style Repository and click the on the style you wish to install.

Manually Insert the Missing Details

Sometimes reference entries imported into Zotero are incomplete (e.g.,
missing author, year, or publisher). In such cases, you can manually
insert the missing details by editing the reference in the right-hand panel
of Zotero. After updating, always click Refresh in the Zotero Word
plugin so that the changes are reflected in your citations and bibliography.
This ensures that your document remains consistent and up to date.

O~ A W~ &~ \ ~ All Fields & Tags D v €
Title Creator 7 Info  Notes Tags Related
= 2005 > Item Type Conference Paper
&+ A morphological analyzer to enable english to ... Hettige an... Title First Sinhala Chatbot in action
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| Budditha Hettige ° ~ Author Karunananda, Asoka S = &
& First Sinhala Chatbot in action Hettige an... = (...) Abstract Chatbots are becoming popularasa...
MaSMT: a multi-agent system development fra... Hettigeet... Date 2006
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|| Zotero | Groups > New group
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|| Zotero | Your personal research assistant
o Place
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Volume

Pages 7
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Exporting Your Zotero Library

Sometimes, you may need to share your Zotero library, back it up, or
move references into another application. Zotero provides a simple way
to export your library.

Steps to Export the Library
1. Open the File Menu

In Zotero, click the File menu at the top. From the dropdown, select
Export Library.

2. Choose Export Options
A dialog box will appear asking for export details:

o Format (1) — Select the file format for export. Common
choices include:

= CSV: For use in spreadsheets (e.g., Excel, Google
Sheets).

= RIS: For importing into other reference managers.
= BibTeX: For use in LaTeX documents.

o Character Encoding (2) — Typically, Unicode (UTF-8
without BOM) is recommended for maximum compatibility.

You may also check Export Notes if you want Zotero notes included in
the exported file.

3. Finalize Export

After making your selections, click OK. Zotero will then prompt you
to choose a location on your computer to save the exported file.

Exporting is useful when collaborating with others who may use different
referencing tools, or when you want to back up your references outside
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of Zotero. However, remember that exported files are static — they will

not update automatically if you later add or edit references in Zotero.

Adding Notes in Zotero

Zotero not only stores bibliographic details but also allows you to attach
notes to your references. Notes are helpful for recording summaries,
comments, or personal reflections about a source. This makes it easier to
keep track of important points without having to open the full document

every time.

Steps to Add a Note

1.

Select a Document (1)

First, choose the reference item in your Zotero library to which
you want to attach a note.

Open the Notes Tab (2)

On the right-hand panel, click the Notes tab.
Click Add (3)

Select the Add button to create a new note.
Type the Note

An editor will open where you can type your summary,
observation, or any useful comments.

View the Note (4)

Once saved, the note will appear at the bottom of the document
entry in your Zotero library.

Notes can be standalone (not attached to any document) or
attached (linked to a specific reference).
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e Attached notes are very useful for writing annotated
bibliographies, keeping track of article highlights, or reminding
yourself of key arguments in a paper.

Creating Notes from Annotations

One of Zotero’s powerful features is the ability to generate notes directly
from annotations made on PDFs. This allows you to highlight,
comment, or annotate a research paper and later convert those
annotations into organized notes within your Zotero library.

Steps to Create Notes from Annotations
1. Download and Annotate a Paper
o First, download a PDF (for example, from a conference).

o Use the Zotero PDF reader to highlight text or add sticky
notes/comments to the paper.

2. Add the PDF to Zotero

o Drag and drop the annotated PDF into your Zotero library,
or use the “Add File” option.

3. Generate Notes from Annotations (1)
o Right-click on the PDF file in your Zotero library.
o Select Create Note from Annotations.

4. View the Note

o Zotero will automatically generate a note containing all
your highlights and comments from the PDF.

o This note will appear under the reference, making it easier
to review your annotations without opening the full paper.
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o This feature is especially useful for literature reviews since you
can extract all key highlights and comments into one place.

e You can further edit the generated note, merge multiple notes, or
copy content directly into your research writing.

Adding Tags to References

Tags in Zotero are keywords or labels that you can attach to references to
organize your library more efficiently. They are especially useful when
managing a large collection of papers, as tags make it easier to
categorize, filter, and retrieve references based on themes or topics.

Steps to Add Tags
1. Select a Document (1)
Choose the reference in your Zotero library that you want to tag.
2. Open the Tags Tab (2)
In the right-hand panel, click the Tags tab.
3. Click Add (3)
4. Press the Add button to create a new tag.

5. Enter Relevant Tags
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Type meaningful keywords that describe the reference (e.g.,
“Machine Translation,” “NLP,” “Sinhala”).

View Tags (4)

The tags will appear at the bottom left of the Zotero interface. You
can click on a tag to instantly filter your library and view only the
references associated with that tag.

Use consistent and meaningful tags for better organization (e.g.,
“Al,” “Deep Learning,” “Conference Paper™).

Tags can be color-coded in Zotero, making it even easier to
visually identify groups of references.

You can select multiple tags at once to refine your search and
locate specific papers quickly.

Zotero: Tips and Tricks

Zotero is a powerful reference manager, but many useful features and
shortcuts are often overlooked. This section collects practical tips and
tricks to help you save time and work more efficiently when managing

your academic references.

Tip 1 — Highlight Collections Containing an Item

When you select an item in the middle column, you can quickly see which
collections contain that reference:

On Mac OS X: Hold down the Option key.
On Windows: Hold down the Control key.
On Linux: Hold down the Alt key.

This will highlight all collections where the item appears.
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Use Case: Quickly check if a paper has been placed in multiple folders

m My Library T Building a Linguistic Reso: X T | Past, Present and Future T: X
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[ Zotero Workshop > = An error analysis on Turkish EFL learners...  Duygun.. = Tit
I SINHALA > = Analysis of spelling errors from the 'dysl...  Cidrim... 7
(] Test > = Budditha Hettige ]
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(] Untitled 1 Building a Linguistic Resource : AWord ...  Fernand...
9 g Authy
= My Publications >[@ Building a Linguistic Resource: AWord F...  Fernand.. ~ ENBlicate
Duplicate Items > = Effect of Age, Gender and Vowel Type ...  Narasi... 7 Volurr

Tip 2 — Expand and Collapse All Attachments

When browsing items, you may want to expand or collapse attachments
(like PDFs, notes, or links). Instead of doing it one by one:

e Shift + Plus (+) — Expands all attachments.
e Minus (-) — Collapses all attachments.

Use Case: Helps when reviewing large collections with multiple attached
files.
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Tip 3 — Quick Search with “Everything”

Use the search bar at the top right to locate references. By default, Zotero
searches only titles, but you can expand this:

Click the magnifying glass icon — Select “Everything” to search across
metadata, notes, and attachments.

Use Case: Instantly find a paper by searching for a keyword mentioned
only in your notes or annotations.
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O\ V };t " @V Q.- All Fields & Tags A Comp
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Tip 4 — Use Tags Effectively
Tags can be color-coded and assigned to references for fast identification.
e Right-click on a tag — Assign a color and number (1-9).

e Then press the corresponding number key to quickly tag/untag an
item.

Use Case: Assign “ Important” to quickly mark must-read papers.

N ﬁ ® Sinhala-t | Choose a Tag Color and Position X

" Sinhalese L: Color:@Poswtion: 1

® Computer Scier D Statistical A

® handwriting Assign Color... You can add this tag to selected items by pressing the 1
= Types and / key on the keyboard

Dyslexia Introdu  Rename Tag... '

orthography Tea A Wiktionary: ' Up to 9 tags in each library can have colors assigned.

Split...
= Zotero | Yot

Delete Tag... Set Color Remove Color Cancel

Tip 5 — Create a Master Bibliography Without Writing a Paper
You don’t need to wait until you’re writing to generate a bibliography:

e Select multiple items — Right-click — Create Bibliography from
Items.

e Choose a citation style (e.g., IEEE, APA, Harvard).
o Export as RTF, HTML, or Copy to Clipboard.

Use Case: Useful for making reading lists or sharing reference sets with
colleagues.
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Tip 6 — Drag and Drop Citations into Word or Email

You can drag a reference from Zotero into any text field (Word, email,
Google Docs). Zotero will automatically format it according to your
default citation style.

Use Case: Quickly cite in informal writing, such as research updates to a
Supervisor.
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Unlink Zotero Citation (Last Option)

When you insert citations and bibliographies using Zotero in Word or
LibreOffice, they remain linked to Zotero. This means:

e Zotero continuously updates them if you change styles or add
sources.

e The field codes (hidden data) are embedded in your document.
Why Unlink?

Before submitting or sharing your final document, you should unlink the
citations to:

e Prevent formatting issues if the file is opened on a computer without
Zotero.

o Freeze the citations and bibliography so they no longer change.
o Make the file clean and lightweight.
How to Unlink in Word

1. Open your document after you’ve completed all edits and
formatting.

2. Go to the Zotero tab in Word.
3. Click “Unlink Citations.”
o Zotero will remove all field codes.
o Citations and bibliography will turn into plain text.

Important: Once unlinked, you cannot re-edit those citations with
Zotero. Always save a backup copy of the original (linked) document
before unlinking.

Tip for Students: Keep two versions of your paper: Editable version
(linked to Zotero) — for making changes. Final version (unlinked) —
for submission.
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Activity: Managing References with Zotero
In this activity, you will practice managing references in Zotero

Step 1: Create a New Collection
1. Open Zotero on your computer.
2. In the left panel, right-click on “My Library”.
3. Select New Collection.
4. Name the collection “FOC”.
Step 2: Add Items Automatically
1. Open your web browser with the Zotero Connector installed.
2. Go to a Wikipedia page or a blog article.
Click the Zotero Connector button to save the reference.

3. Download an IEEE paper from IEEE Xplore and save it to
Zotero using the Connector.

4. Add a Journal Article from a publisher’s site.
Step 3: Add Items Manually

1. In Zotero, click the green “+” button — Add Item by Type.

2. Select Book and enter details (title, author, publisher, year.).

3. Add another item as a Newspaper Article with manual details.
Step 4: Manage Resources

e Organize your items within the “FOC” collection.

o Create sub-collections if necessary (e.g., “Books,” “Articles”).

e Attach PDFs or notes to items.

o Use tags or notes to classify references.
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Step 5: Create a Word Document with Zotero

1.
2.

Open Microsoft Word.

Ensure the Zotero Word Plugin is installed (you will see a
Zotero tab).

Write a short paragraph and insert in-text citations using the
Zotero tab.

At the end of the document, click Insert Bibliography to
generate the reference list.

Step 6: Change the Citation Style

1.
2.
3.

In Word, go to the Zotero tab — Document Preferences.
Switch between styles (e.g., IEEE, Harvard, or another).

Notice how both in-text citations and the bibliography format
change.

Step 7: Modify a Citation

1.
2.
3.
4,

Select an existing citation in Word.
Click Edit Citation from the Zotero tab.
Add page numbers, or change the reference to another source.

Update the bibliography to reflect changes.

By completing this exercise, you should have:

A Zotero collection named FOC with diverse sources (web,
paper, journal, book, newspaper).

A Word document with in-text citations and a bibliography.

Familiarity with switching citation styles and editing citations.

skeksk
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