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• inserting citations in the 
body of the text 
manually. 

• adding references in the 
reference section 
manually. 

• lots of typing resulting 
in mistyping, missing  
citations and references 
and in consistent styles. 
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Challenges of writing an academic write-up 
without a reference management software 
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A lot of needless mistakes are observed in citations and references of 
academic write up which can be completely avoided by using a 
reference management software. 
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Advantage of using Reference Management 
Software in academic write-up 
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A reference management software stores database of 
citations and references and automatically generates them 
in a word document with ease and without mistakes! 
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The use of a reference management software 
requires creating a database (using the reference 
management software) of the references of the 
literature you have read and might use in the write 
up of a research proposal or an article for 
publication.  

Since most reference management software include 
a plug-in for word processing programs, the citations 
and references will be generated automatically as 
you write and cite.  

The citations and references will be formatted in a 
consistent style of your choice. 



• Organize citations 

• In-text citations in word-process 

• Format citations in different formats 

• Gather metadata from PDF files 

• Import citations 

• Share citations 

• Annotate citation 
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A Reference Management Software: 
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Reference Management  Software  

Free 

Subscription 
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How to use the free reference 
management software Zotero 

It is also available as a standalone version for the 
Chrome and Safari web browsers. 

Zotero is a free reference management software, 
that is available as an add-on for the Firefox web 
browser. 

In the following sections the use Zotero as an add-
on for the firefox web browser will be 
demonstrated.   
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Download and install the following in the 
order given: 

http://www.mozilla.org/en-US/firefox/new/ 

I. Firefox fox web browser 

II. Zotero as Firefox fox web browser plug-in 

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

III. Zotero word plug-in 

https://www.zotero.org/support/word_processor_pl
ugin_installation 

http://www.mozilla.org/en-US/firefox/new/
http://www.mozilla.org/en-US/firefox/new/
http://www.mozilla.org/en-US/firefox/new/
http://www.mozilla.org/en-US/firefox/new/
https://www.zotero.org/download/
https://www.zotero.org/support/word_processor_plugin_installation
https://www.zotero.org/support/word_processor_plugin_installation
https://www.zotero.org/support/word_processor_plugin_installation


• Zotero recognizes reference information on 
books, journal articles, and other resources 
from websites and databases and extracts 
metadata from these sources. 

 

• Store related PDFs, files and images. 

 

• Create citations and references in Word. 
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Zotero’s functionality 
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Zotero as an add-on for the Firefox 
web browser 

Open Zotero by clicking on the Zotero logo in 
the bottom right of the browser. 

Open the Firefox web browser and you will 
see Zotero embedded in the browser. 
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This will open the Zotero window within the 
browser. The window has three columns that 
represent different levels of specificity for your 
references: 

Left column Middle column Right column 

Shows your Zotero 
libraries. 

Displays items 
contained within the 
selected library. 

Displays information 
about a selected 
item. 
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To access the Zotero preference window, open Zotero, click 
the actions menu button (the 'gear' icon) at the top of the 
left column and select the “Preferences…” option . 

Customizing  Zotero's Features 
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To create a new folder, click on the New Collection 
icon in the left column. 

How to create a folder for database of 
references for an academic write-up 

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. 

Write  clicking on any collections will allow you to create a sub-
collection.   



Adding references into Zotero 
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You can add references into Zotero in varieties of ways: 

for reference that are not avaible on the web 

2. Automatically import reference from an online 
databse of references (such as PubMed, Google 
Scholar). 

1. Manually enter references  

•a single reference •Multiple references 

Zotero has the ability to sense when you are looking 
at a literature on a web page and help you add the 
reference into Zotero. 
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3. Automatically cite web pages 

5. Add references using an identifier 

ISBN DOI PMID 

4. Automatically add book references from an 
online catalogue like amazone and Google books. 
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How to add a journall reference manually 

To create a citation manually in 
Zotero, click on the New Item 
icon in the middle column. A 
pull-down menu will appear. 
Select the type of item you 
want to cite, here we select 
Journal Article. 

In the right column, you will find 
fields that are specific to the type 
of item you selected. Fill in those 
fields for your item. 
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Enter manually 
the title, author, 
publisher and 
publication date. 

In Zotero, click on the New item icon (       ) in the 
middle column and select book. 

How to Add a Book Reference Manually 
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Drop down menu 
Bookmark this page Refresh 

When you open the Firefox browser at the address line you 
will see three icons as shown below.  

Address line 

When you search for a reference from the web and the 
moment Zotero recognizes that, a fourth icon will appear on 
the address menu, like the ones shown below.  

When you click on the additional icon the citation and 
reference information will be automatically saved in Zotero 
for your use. 
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To add references automatically open the webpage 
of your favorite references data base such as 
PubMed. 

PubMed is a database of citations to journal articles 
in medicine and the related sciences. 

In PubMed you obtain citation information, such as the 
article title, journal title, authors, page number, volume and 
issue, and the abstract if it’s available. 

http://www.ncbi.nlm.nih.gov/pubmed/ 

Put the search item here 
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A full overview of reference databases  
and publishers supported by Zotero is 
available at: 

http://www.zotero.org/translators  

Other citations of database include: 

Scholar.google.com Amazon.com 

http://www.jstor.org/ sciencedirect.com 
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How to add a reference automatically 
By clicking on the first icon (new icon) you can save the 
reference automatically in to to Zotero. 

Put “The antiplasmodial and radical scavenging activities of flavonoids of Erythrina 
burttii” in the search line and click search, to get the reference for this paper. 
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In addition to citation and reference Zotero also 
captures the PDF of the document if it is available for 
free download. 

Right click on the document and select view PDF to 
open the PDF file. 
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How to add references automatically 

A Save to Zotero icon will appear in the address bar of your browser. 

If you click on this icon, the 
citation information will be 
immediately added to your Zotero 
library. 

Put a key word or phrase eg. “Erythrina 
abysssinica” in the search line and click search, 
several papers about the topic will be listed. 
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In stead of saving all the references in your collection 
you can also select relevant resources you would like 
to save in your collection. 



Retrieve metadata for existing PDF files 
You can add existing PDFs to Zotero to  retrieve 
metadata file (citations and references). 

This can be done in two ways: 

1. You can drag PDFs from your computer into your 
Zotero library, the middle column of your Zotero 
interface). 



2. Alternatively you can use the “Store Copy of File” 
option from the Add new item menu (green plus 
sign). 

A select a file 
window will popup 
for you to select the 
PDF files whose 
metadata file need 
to be retrieved. 
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Which ever method you use, the PDF files will 
appear in the middle column of Zotero.  
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Right click on the added PDF files 
and  select “Retrieve Metadata 
for PDFs”. 
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Then click on “Open Preferences” button to install 
PDF Tools. 

Then click on “Check 
for installer” button. 
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And click on the 
“Install” button on 
the subsequent popup 
menu to confirm this 
installation. 

So Zotero takes PDFs of scholarly papers and query the 
Google Scholar database for matches. If Zotero was able to 
find a match, it creates a new library item for the paper, 
downloads the bibliographic metadata from and attaches 
the original PDF to the new item. If not, you will receive the 
following message “Metadata Retrieval Complete. No 
matching references found.” 
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Adding references into Zotero from an item 
identifier (ISBN, DOI or PMID) 

To add references using an item identifier click on 
the “add item(s) by identifier” icon in the middle 
column of Zotero. 

A box will appear prompting you to put the 
identifier, Zotero will then obtain the 
information from the web and save it to 
your collection. 
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Adding website reference into Zotero 

Web sites unlike journal articles (s) and books 
are referenced by clicking the icon indicated 
below in the middle column of Zotero. 
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Adding website reference into Zotero (contd ..) 

The reference will be saved together with the information available 
on the accessed website.  
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Creating References from Zotero 

Select from the popped up “Create 
Citation/Bibliography” window the style 
of your reference. 

Then select a Citation Style for your 
reference and choose one of the four 
formats to create your references. 

Highlight one or more references in the 
middle column.  
Right-click and click on “create bibliography 
from items”. 
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nanomedicines for malaria treatment. Advances in Colloid and Interface Science, 201-
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Bunalema, L., Kirimuhuzya, C., Tabuti, J. R. S., Waako, P., Magadula, J. J., Otieno, N., … 
Okemo, P. (2011). The efficacy of the crude root bark extracts of Erythrina abyssinica 
on rifampicin resistant Mycobacterium tuberculosis. African Health Sciences, 11(4), 
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This is a list of references generated using Zotero in the APA 
style in an RTF. 



Location on Word toolbar 
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In Word, click on the Add-ins option on 
the toolbar.  This will display the Zotero 
Plugin. 

Zotero Word Processor Integration 
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Zotero's Microsoft Word plug-ins offer you the most 
control for creating references.  

Zotero Word Processor Integration 

These plug-ins allow you to add citations and 
references in word processor. 

The first four buttons allow you to manage 
references in your Microsoft word documents. 
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When you would like to cite something 
from your collection click the first button, 
“Zotero Insert Citation”. 

Inserting Citation 
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If this is the first citation you have added to the 
document the Document Preferences window will 
open. 

Chose the 
bibliographic format 
you would like to use 
from the list, here we 
are choosing American 
Physiological 
Association (APA), and 
click OK. 

The citations and references for your academic 
write-up will be consistently APA. 
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Once you have chosen the style,  a red box will appear.  

You can type the author name or key word of the 
reference you want to cite, and choices will popup. 

To enter the citation in your document just select 
your choice from the menu and click enter. The 
citation will be appear in your document. 
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Alternatively , you can click on the drop down menu 
next to Z for a classic view of the add/edit citation 
window to pop.  

You can even add the specific page numbers in the text 
box at the bottom of the window, if it is required to 
indicate the page numbers in the reference. 

Selecting the 
reference and 
clicking “OK,” 
will insert the 
citation in your 
document. 
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If you want to cite from multiple sources click on 
multiple sources.  

The window will 
change to allow you 
add citations from 
as many sources as 
you would like to 
cite. 
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To generate a list of reference, click the “Zotero 
Insert Bibliography” button 

Inserting Reference 

Editing Citation and  Reference 

The edit citation              and bibliography               
buttons allow you to edit citations and 
bibliographies you have already inserted into your 
documents. 
Click inside a citation or bibliography and click either 
button to edit. 
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The fifth button, “Zotero Refresh” 
updates your references with any changes in your 
Zotero collection.  

Zotero Refresh  
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           will open the Document Preferences window 
again, allowing you to change the reference style of 
your document. 

Changing The Reference Style 

By selecting 
“Elsevier Harvard” 
for example the 
style of your 
citation and 
references will 
change from APA to 
“Elsevier Harvard”  
automatically. 



• A core feature of Zotero is its ability to 
automatically format citations and references. 

• 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 “[Install]” 
link next to the style you wish to install.  
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Citation Styles 

http://www.zotero.org/styles
http://www.zotero.org/styles
http://www.zotero.org/styles
http://www.zotero.org/styles
http://www.zotero.org/styles
http://www.zotero.org/styles
http://www.zotero.org/styles


• Never, never, never generate citations and 
references manually. 

• There are so many other things Zotero can do, as 
and when the need arises you will discover for 
your self all its potentials. 

• In case you need some clarification please do not 
hesitate to e-mail me. 

47 

Final note 


