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Overview

References
nts 
oud

• References and different types of documents

• Harvard referencing

• What are the various referencing problems that students 
face?

• Reference managers
• Zotero

• Why Zotero?
• How to Install Zotero?
• Understanding Zotero (Settings, Configuration)
• Capturing Information
• Organizing Information
• Notes, Links, & Cross
• Working with Docume
• Syncing with Zotero cl
• In-class activity
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Referencing and Documents

• Project proposal

( Less than 20 References)

• Conference paper

(10 – 50 References)

• Journal full paper

(25 – 75 References)

• Thesis

( 200+ References )

• Any other document ?
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• Referencing (also called citing) simply means that 
whenever you use a quote from another author’s 
work or use their ideas in your own work, you 
should acknowledge that you have done so.

• Why?
• To show readers where your information came from

• To allow the reader to identify and check your sources

• To show how much research you have done

• To strengthen your academic argument

• To avoid plagiarism

• To get good marks on your assignments.
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Referencing



Citing styles
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The Harvard Referencing

• This is the most common 
referencing system in use 
internationally.

• Harvard has the advantages of 
flexibility, simplicity, clarity and 
ease of use, both for the author 
and the reader.

• There are two stages to 
referencing in the Harvard system:

1. Citation or in-text reference to the source in 
your document

2. Reference list or Bibliography at the end of
your document with full details of the 
sources.
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Citation-Harvard Referencing

• Citation or in-text referencing

• You only need to include the author’s 
family name and the year of publication of 
the text
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Citation-Harvard Referencing

• If there is no author’s name:

• When there is no author, but the work was 
published by an organization such as a 
company, university, or government, you should 
use the name of the organization.

• If there is no author or organization you can use 
the title instead.

• If there is no date:

• If there is no date on the source use n.d. (not 
dated).
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Citation-Harvard Referencing

• If there is more than one author:

• If there is more than one author you should give the names 
of each author as they are shown in the original text.

• If there are more authors you should use the first author in 
the original text followed by ‘et al’. (an abbreviation of the 
Latin term for ‘and others’).
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Citation-Harvard Referencing
• Multiple sources with the same author and date

• If you cite multiple sources by the same author 
which were published in the same year, it’s 
important to distinguish between them in your 
citations.

• To do this, insert an ‘a’ after the year in the first one 
you reference, a ‘b’ in the second, and so on:
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Creating a Harvard Reference list

• A bibliography or reference list appears at the end of your text.

• It lists all your sources in alphabetical order by the author’s last name, giving 
complete information so that the reader can look them up if necessary.

• The reference entry starts with the author’s last name followed by initial(s). Only 
the first word of the title is capitalised (as well as any proper nouns).
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Reference-Harvard Referencing
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Reference-Harvard Referencing
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Reference-Harvard Referencing
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Reference-Harvard Referencing

• Sources with multiple authors in the 
reference list

• As with in-text citations, up to three authors 
should be listed; when there are four or more, 
list only the first author followed by ‘et al.’:
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IEEE Referencing

• The IEEE style is a numeric style, where 
citations are numbered [1] in the order of 
appearance.
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Is Referencing 
Easy?

• Unclear about various citing 
styles

• Collect all the relevant 
information

• Time

Example:

There are 200 references in 
your document now you 
need to remove 10th 

reference.
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Reference Managers
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What is a Reference Manager?
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• A reference manager supports researchers in performing three basic 
research steps: searching, storing, and writing

• Functionalities
• Import citations from bibliographic databases and websites
• Gather metadata from PDF files
• Allow organization of citations within the reference manager database
• Allow annotation of citations

• Allow sharing of the reference manager database or portions thereof with 
colleagues

• Allow data interchange with other reference manager products through 
standard metadata formats (e.g. RIS, BibTeX)

• Produce formatted citations in a variety of styles
• Work with word processing software to facilitate in-text citation



Summary
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Zotero for Reference Management
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Next…
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• What is Zotero?

• Why Zotero?

• How to Install Zotero?

• Understanding Zotero (Settings, Configuration)

• Capturing Information

• Organizing Information

• Notes, Links, & Cross References

• Working with Documents

• Syncing with Zotero cloud

• In-class activity



Zotero

• Zotero is a free and open source reference manager that 
offers flexibility due to the fact it can cite in MS Word, Libre 
Office, and Google Docs.

• Zotero is a good general reference manager that offers a 
range of features for collecting, organsing, and citing.

• Key points:
• Free and open source so you can use beyond your time at the 

university

• Has a browser extension for collecting references from web pages or 
web pages themselves

• Can cite in MS Word, Google Docs, and Libre Office

• Doesn't have built-in PDF annotation

• Web browser integration and Online syncing
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Why Zotero?

• Is a research tool for managing online 
references.

• Is a centralized location for gathering and 
storing references.

• Is useful for all who uses the Internet for 
research and needs a simple way to organize 
references.

• Is a free and open source product.

• Works on Windows, Mac, and Linux platforms
Inatronducdtion tiosAcacdemoic mRefeprencaingtpilbatfolrmes (BwuddiitthahHettFigei2r02e3) fox.
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Install Zotero
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• Download and install Zotero from www.zoreto.org

• Install Zotero Connection for web browsers

• Create Zotero account and Online syncing

• Add a plugin for word or Open Office

• Add plugin for Advanced PDF management (ZotFile)

• Install Zotero stand alone (if required)

http://www.zoreto.org/


Activity 1:

1. Download Zotero from https://www.zotero.org/ and install 
into your desktop

2. Install Chrome/Firefox Connector

3. Install MS Word Add-ons
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Register and Enable Online 
Syncing

• Register for a free account

• Registering a user account 
allows you to sync your 
library, participate in 
groups, or post to the 
support forums.

• Remember username and 
password

• Add username and 
password under the 
settings
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Sync with Zotero Cloud

(1)• Go to - Preferences then click Sync then
(2)enter username and password and click

“Set up Syncing” (3)
1

2

3
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Zotero Preferences
• Many of Zotero's features can be customized via the Zotero preferences window.

Open the preferences by clicking “Edit → Preferences” You can also 
press Ctrl/Cmd -,.

• The Preference window is divided into the following panes:

• General: settings, and other general features.

• Sync: Set up data and file syncing.

• Search: Manage PDF fulltext indexing and see relevant statistics.

• Export: Set default settings for generating bibliographies and citations.

• Cite: Add, remove, edit, and preview citation styles and install word processor plugins.

• Advanced: Zotero data location, library lookup, and other advanced settings.
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Zotero 
Preferences: 
General Tab
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Zotero Preferences: Sync Tab
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Set Custom Location for 
Attachments

(1)

• Go to Zotero Preferences

• Select Advanced

• Click choose on Base Directory
(2)

• Click OK (3)

AND/OR

• If you required change Data 
dictionary as you like 3

2
1
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Activity 2:

1. Create your own account for Zotero

Use

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

1 2 3

Introduction to Academic Referencing platforms (Budditha Hettige 2025) 34



Layered Architecture of the Zotero

Collect 
Resources

Use 

Resources
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Adding Items Into Your Library

• if you are reading a journal article online, the save 
button in the top right corner will change to the icon of 
a journal article:

• Click on this icon to create an item in Zotero with the 
information it has identified.

• If the PDF has open-access, Zotero will also save the 
PDF file.

• A window will pop-up where you can designate the 
location in Zotero that you would like to save:
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Steps to Adding Items Into Your 
Library
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1. Create new collection

2. Adding Items Into Your Library

1. Using web browser

2. Manual



Adding items using Browser

• Using the Zotero Connector's save button is a convenient way to add items to 
your Zotero library.

• The Zotero Connector will automatically find bibliographic information on 
webpages you visit, and allow you to add it to Zotero with a single click.

1

2

3
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Google Scholar Collection

Introduction to Academic Referencing platforms (Budditha Hettige 2025) 39



Add New Item

1

2

3
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Summary
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Activity 3:

Use web browser and add resources form:

1. https://www.zotero.org/

2. https://www.kdu.ac.lk/

3. https://www.budditha.wordpress.com/

4. https://slaai.lk/proc/2006/budditha.pdf

5. Some other documents

a. Conference full paper

b. Journal Paper

c. Other document
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Activity 4:

• Download some articles using Zotero 

http://www.journals.elsevier.com/developmental- 

cognitive-neuroscience/most-downloaded-articles/

• Describe the task of the Zotero
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Activity 5:

• Download a pdf file and retrieve metadata
• Download a paper manually for any web (Journal 

or Conference)

• Save file to Desktop

• Then drag and drop the file to the middle pane
of Zotero (1)

• A metadata

ect 

en

the option

you get

• O

• < 
ref

utomatically collect existing

R Click on Zotero entry and sel 

Retrieve Metadata for PDF> Th

erence details. 1
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Attaching a full Paper

• Attaching a full paper some time later
• Middle window: select a publication (1)

• Right click and select Add attachment (2) then click
Attach link to file (3)

1

2

3
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Organizing with Item Category

• Organizing items Click on the required
column (1)

• ategory:Add more columns to different c
Right click and add (1)

1
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Creating Bibliographies

Quick Copy
If you just want to quickly add references to a paper, email, or blog post, Zotero's Quick Copy is 
the easiest way to go. Simply select items in the center column and drag them into any text field. 
Zotero will automatically crea te a formatted bibliography for you.

To copy citations 

instead of references, 

hold down Shift at the 

start of the drag.
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Word Processor Plugins

• Click Tools – add-ons (Check Word processor 
Add-ons is Enable)

Introduction to Academic Referencing platforms (Budditha Hettige 2025) 48



Word Processor Plugins

• In the Microsoft Word Select Zotero Tab (1) Then click
Document preferences (2) to set reference style

• Then add citations (3) Finally click Add Bibliography (4)

1
3 24
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Document
preferences

• Select suitable Citation
Style (1)

• If your style is not 
available in the list
click Mange style (2)
and import required 
style’s

• Click OK (3)
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Add In-text Citation
In the word document

• Go to location you need to add in-text citation Then click Add/Edit Citation

• In the red text fields type part of the paper title and select a document

• Press Enter

Introduction to Academic Referencing platforms (Budditha Hettige 2025) 51



Example #1
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Example #2
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All are Correct?
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Fill Missing Information as 
Required

• Insert data manually

• In the Zotero menu 
click Refresh

1
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Export Library

File• To Export Library, click menu and Select
Export Library

• Then select the format of the data (1) and 
method of Encoding (2)

• Finally click OK

2

1
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Add Note

(1) (2)• Select a document Then select Note then click Add (3)

• Type your note in the given editor

• Now Note is appear bottom of the document (4)

1
2

3
4
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Create Notes from Annotations

• Download some paper from a Conference

• Add some note for the paper

• Then add this Pdf file into the Zotero library and 
Select

“Create Note from Annotations” (1)
1
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Add TAGs

(1) (2) (3)• Select a document Then select Note then click Add

• Type your Type relevant tags

• Tags are appear left bottom of the Zotero Interface (4)

• Now you can select paper according to the Tgs (Click on the Tags)

1
2

3

4

Introduction to Academic Referencing platforms (Budditha Hettige 2025) 59



Export PDFs

• Select Items you are request to take PDFs

• Click File – Export PDFs (1)

• Then select suitable folder to export PDFs

1
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Zotero: Tips and Tricks

Tip 1

When you select an item in the middle column, 
you can highlight all collections that contain this 
item by holding down the "Option" key on Mac OS 
X, the "Control" key on Windows, or the "Alt" key 
on Linux. See on Mac OS X below:
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Zotero: Tips and 
Tricks

Tip 2

Press "Shift" and “+” 
(plus) on the keyboard 
within a collections list or 
items list to expand all 
attachments, and “-” 
(minus) to collapse them.
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Zotero: Tips 
and Tricks

Tip 3

To see the number of items in the selected library or collection, click an item 
in the middle column and use the Select All shortcut:

Command + A on Mac OS X or 

Control + A on Windows and Linux

A count will appear in the right column::
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Zotero: Tips 
and Tricks

Tip 4

Are you unable to adjust 
the size of the Zotero 
pane downwards beyond 
a certain point? Close 
the tag selector (e.g. by 
dragging the splitter 
above the tag selector 
down), as it has a 
minimum height.
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Zotero: Tips 
and Tricks

Tip 5

You can convert the contents 
of
the "Title" and "Publisher" fiel
ds to either sentence or title 
case by right-clicking the field 
and using the Transform Text 
menu.:
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Zotero: Tips 
and Tricks

Tip 6

In the "Date" field in the right panel of 
Zotero, you can type in "Yesterday", 
"Today" or "Tomorrow" and the date field 
will automatically convert into the 
respective dates. See how to do this 
here:
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Zotero: Tips 
and Tricks

Tip 8

Manually adding authors 
to a Zotero item?

You can use Shift + Enter 
(Shift + Return on Mac) 
after typing each name 
as a faster alternative to 
clicking the “+” button
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Activity 6:
• Create new Collection “KDU2”

• Add item to Zotero (automatically)
• Web Site (Wikipedia, blog)
• Paper (IEEE)
• Article (Journal)

• Manual Add some items (Books, Newspaper)

• Manage resources as you like

• Create a word document with in-text citation and 
reference list

• Change the Style type (IEEE, Harvard, or any other)

• Modify Any citation

Then see the results
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