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Note

This is a basic introductory workbook for Zotero. For full guidance, support forums, up to date
information and screencasts of how to use key features, including links to Zotero on Twitter and
Facebook, we strongly recommend you consult the developers’ pages:

http://www.Zotero.org/

http://www.Zotero.org/support/quick_start_guide

The Knowledge Base is also an excellent resource:
http://www.Zotero.org/support/kb

Zotero is constantly being improved and updated so certain information/screen grabs etc in this
workbook could quickly go out of date. Always consult the Zotero website for the most up-to-date
and authoritative information.

This workbook is also based on using Zotero with Firefox on Windows PC computers using Microsoft
Word 2010. While most of the features/instructions are similar on Apple Macintosh systems, for full
guidance please consult the Zotero website. To access contextual menus on a Mac (right-click on a
PC mouse): hold down CTRL key + then click with mouse: http://www.wikihow.com/Right-Click-on-
a-Mac

Where to get the electronic copy of this workbook

At http://tinyurl.com/orbitwiki, scroll down the table and click on the zotero cell — below the ORBIT
logo. Scroll down the zotero page to find Files and resources to view and download the workbook.

How to use this self-paced workbook

Work through the tasks in the order they are presented. Course tutors will be available to offer
support as needed during faculty workshops.

Acknowledgments

Full acknowledgements go to the Zotero developers and their excellent online guides. Many thanks
also to Rosemary Deaney and Zsolt Lavicza for constructive feedback. Thanks also to Rosemary
Rudd of the University Computing Service for sharing the UCS self-paced guide which proved most
helpful and instructive.
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Why use Zotero?

. Collect _‘ Organize j Cite @) Sync bk Collaborate

Grab your research with a single click.

A personal research assistant.

i
zon.com/Bl 7 ¥ | @

Zotero is the only research tool that automatically senses content, allowing you to add it to your personal *;ave <o
library with a single click. Whether you're searching for a preprint on arXiv.org, a joumal article from JSTOR, _
a news story from the New York Times, or a book from your university library catalog, Zotero has you -

covered with support for thousands of sites.

Title . Store anything.

in progress.doc Zotero collects all your research in a single, searchable interface. You can add PDFs, images, audio and
Outline for Hamlet | video files, snapshots of web pages, and really anything else. Zotero automatically indexes the full-text
research data.xls — content of your library, enabling you to find exactly what you're looking for with just a few keystrokes.

k | Chaslinranscals hicsh

Zotero is free software which you can use:

* torecord references manually and from online searches;

* to build up a library as you search online, store references on your computer AND
synchronise them online with a free Zotero account;

* totag and search references, store abstracts and notes on your readings;

* to compile references in your course assignments or thesis automatically - Zotero is
designed to work in conjunction with Word and with OpenOffice.

One of the main commercial alternatives is EndNote — a powerful programme which costs £60-£70
for a student licence. Zotero is excellent, easy to use and seriously worth checking out.

Zotero will save you hours of typing out references.

BM/SH/2014-15 Page 6



Zotero Self-Paced Workbook v6

Section 1: Installing the software/Basic Features

Tasks 1 -8

Completed

1. Download and install Firefox

2. Download and install Zotero

3. Download and install the Word plug-in

4. Take a quick tour of Zotero

5. Set Zotero’s Preferences

6. Left-hand Column: Create a collection

7. Middle Column: Find and store references

8. Right Column: Check & edit individual references

BM/SH/2014-15
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[ TASK 1: Download & install Firefox

» To use Zotero, you need to use Firefox as your internet browser (Zotero will not work with
Internet Explorer and it may be unreliable with other browsers).

» Firefox is an award winning browser used by millions. You can keep Internet Explorer or
other browsers on your system.

» On your computer/university workstation: open Firefox.

» If you haven't got Firefox on your personal laptop or home computer, download it from this
location (English, GB version):

https://mozilla.org.uk/

» Alternatively, you can download Firefox in other languages here:

https://www.mozilla.org/en-US/firefox/all/

» Once you have installed Firefox, open it instead of your usual browser.
o It might ask you if you would like to set it as your default browser.

o You can also import all existing 'favourites' from your IE or other browser: in Firefox,
go to File in the top menu, then import and follow the instructions - the process is
very quick and easy.
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TASK 2: Download & install Zotero ]

1. If you are using a University MCS workstation follow the instruction sheet the tutors will
give you to install Zotero & the Zotero Word plug-in. Then go to Step 6 below.

2. If you are working on your personal computer, Go to the Zotero homepage:
http://www.Zotero.org/

Click the 'Download' link on the Zotero ‘home’ page:

3. Find and click the download link for Zotero for Firefox

4. Zotero will download quickly - it lives as an 'add on' within Firefox.

v

Click ‘yes’ or ‘allow’ for any boxes that pop up during the installation.

6. When Zotero is installed, you'll see it 'living' in the bottom OR top right hand corner of the

Add-on bar of your Firefox browser (see image below): Zotero

7. Check now.

8. If you can't see anything:
o Close and Restart Firefox
o Go to View then Toolbars in the top menu of Firefox
o Make sure Add-on bar is ticked v/

o Check again. You should now see Zotero.

B UNIVERSITY OF . ’ : = > =
¥ CAMBRIDGE Setoh o)
Faculty of Education )

You are in. Home » Library
Library Home The Everton Library & Information Service
Opening hours These web pages provide general information for visitors to the Faculty of Education

Library.
Library guide

Specialist information services for current students and staff of the Faculty, including
Search the catalogue A
access to ebooks & ejournals, are provided via the Library CamTools site
24nhr Library
Faculty Academic and research staff will find Library information tailored to their

teaching and research needs on the Academic Staff Library CamToals site

The Faculty Library Team are happy to answer any enquiries about the Library Service —
nleasevisit our contact pane

—

BM/SH/2014-15 Page 9




Zotero Self-Paced Workbook v6

TASK 3: Download & install the Word plug-in ]

1. If you are using a University MCS workstation, DO NOT follow Step 2. Skip to Step 3 to
check you have installed the plug-in correctly (following the instruction sheet you used in
Task 2).

2. If you are using your personal machine, install the latest Word plug-in for Mac or Windows
depending on your operating system and your version of Word.

a. Make sure Word is closed — the install will not work if Word is open!

b. The download and install only takes a minute. You can access the plug-ins here:

http://www.Zotero.org/support/word_processor plugin_installation

3. After installing the Word plug-in, open Word:
a. If you see this row of icons in your Microsoft Word toolbar the plug-in is installed

correctly (in Word 2007 & 2010 they appear in Add-Ins).
s s | i : e .
e B M Zant '_ " I .?} \§' = B

‘ -
Insert edit citation insert biblio edit biblio Refresh set doc prefs remove codes

M
¥

o These buttons allow you to manage Zotero references in your Microsoft Word
documents.
o If you do not see them, try checking the “Templates and Add-ins” window in Word:
= select “Tools” from the dropdown menu at the top of your screen
= pull down to “Templates and Add-ins”
= make sure that the box for Zotero.dot is checked.
o Ona Mac, go to View menu in Word, choose Toolbars and make sure zotero is selected.
o If you still can’t see the plug-in reinstall it following the steps above.
o Make sure you do not have Word open and click carefully on the Install button and

restart Firefox when prompted.

Tasks for integrating Zotero with Word will come later in Section 3 of this guide. For now, RETURN

TO FIREFOX and open Zotero (click on the Zotero icon in the bottom right-hand corner of Firefox).
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[ TASK 4: Take a quick tour of Zotero ]

The Zotero Columns & Icons
» You can re-size your library to make it bigger:

o Hover your mouse over the top line of the Zotero library window until the cursor
changes into a double arrow: I

o Drag the line up and down to re-size Zotero

» Familiarise yourself with Zotero’s 3 main columns

List of items in Information on

Your Libraries

your libraries selected item

o S0 0 w4 Seachi; .8

Colectons ~ Tite Creator Date A + 0 ‘,'-."‘—‘5. Notes | Attachments | Tags | Related
My Lbrary (2006 ® g~ Resaacchasacocapractesofate . Thovosonan. 43081. 5 &) 5 [T] A
A1 5 Shudant voice and the peris of pop.,. Ruddok and | 16/1108.. 3
BRE! searches The past, the papers and the prose. . Rudduck /1108, 4 {,33‘1" Artide Ve

# [ Ivoorted G4 March 2008 11:18:18 Mental Hea'th Help-Seeking and Yo ROTHIandLE  14/118 - Title: Pupl conaitation: the mpoctance of zo0l
SaeacaNearr i ﬂ Authent asignaant foe ressaech & i
SACTIONRESEARCH  *CATHOLIC-SCHOC Pl consitaton: the ot AR Pukagty D
CHANGE STRATEGIES  "CLASSROOMRE 2006 # |* Evdence n Teacher Educabon: The v Author Mcntyre, D. -+
2006 ® l" Teacher learming 1 a process of gra. . Norton 4308 1. § Abstract:
[ Desplay af tags 2006 ® |7 Ling Professicosl Developant 1 Mouza 43081, 6 Publication: Educationsl Review
Eiter: 2005 ﬁ Ressarchng Schools: Stories from . Melaughin 14/1/08 Volume: 33
2006 I' Readtuing 8 schaol 25 3 learning 0, Martoo 43081, 5 Issue; 2
0 tags seiected 2006 @17 Evakatng the Hational FECPD Pro. Maropooua. 43881, 5 9] Pages: 145:157 &

» Move your mouse over the various icons to find out what they do.

H- 08 A B - 4
2l Raising boys' achievement
# [@ Improving learning through

) ~
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> Clicking on some icons will reveal drop-down menus:

4;3 -

Import...
Export Library...

Create Timeline

3 Preferences...
I Report Errors...
i«  Documentation
«  About Zotero

Boo

Book Section
Document

Journal Article
Magazine Article
Newspaper Article

Link to File...
Store Copy of File...

More 13

> You don’t need to know all of the features and functions indicated by these icons to start
using Zotero.

For more information on Zotero’s basic functions, you can visit Zotero’s Quick Start Guide:

https://www.Zotero.org/support/quick_start_guide

BM/SH/2014-15 Page 12
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TASK 5: Set Zotero’s Preferences

Before you start gathering references with Zotero, take a few moments to explore and set Zotero's

Preferences.

1. Click on the actions button — the gearwheel icon:

2. From the drop-down menu, select Preferences

- ©- I3 A W~ ¢
Import...
Import from Clipboard
Export Library...

RTF Scan...

Create Timeline

Preferences...

Report Errors...
Support and Documentation
About Zotero

3. This will open up the Preferences Box and Menu:

) Zotero Preferences B@@

O & ® [ ¥

Search Export Cite Proxies Shortcuts  Advanced

User Interface
Load Zoteroin:  (3) Browser pane (O Separate tab O App tab
Status baricon: (%) zotero (@774 O None

Fontsize: (©) Small O Medium O Large O X-Large
Note fontsize: |11 v

Changes take effect in new windows only

Miscellaneous

Automatically check for updated translators

Report broken site translators

Allow zotero.org to customize content based on current Zotero version
Use Zotero for downloaded RIS/Refer files

Automatically take snapshots when creating items from web pages
Automatically attach associated PDFs and other files when saving items
Automatically tag items with keywords and subject headings

Automatically remove items in the trash deleted more than ‘ 307‘ days ago

Groups
When copying items between libraries, indude:

child notes
child snapshots and imported files
chid inks

l OK I [ Cancel ] [ Help

BM/SH/2014-15
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4. There are 8 tabs for setting various preferences:

¢ General
* Sync

¢ Search
* Export
* C(ite

* Proxies

¢  Shortcuts
e Advanced

Some of these are for users with advanced knowledge and experience of Zotero. We recommend
you do not make any changes here unless you fully understand what you are doing (e.g. based upon
advice from the Zotero website or forums). For this introduction to Zotero, we recommend you
apply the following settings:

r;' O ',1
s
General

* User-Interface: your choice for how you wish Zotero to appear. You will need to close and
re-start Zotero for any changes to make effect.

e Miscellaneous: v'tick all boxes and make sure you click Update Now
Miscellaneous

Automatically check for updated translators | Update now

e Groups: v'tick all boxes

i
(S

Sync

* Leave this alone for now —return to it when you have read more about creating a free
Zotero account so that you can synchronise your library online. NB Sync is optional — you do
not need to sync to use Zotero.

¢ Later you can click on ‘about syncing’ and ‘about file syncing’ to read more on the Zotero
website (a new window in you browser will open up).

Search
* PDF Indexing: Click to install — Click ‘Check for Installer’

* Leave everything else alone.

BM/SH/2014-15 Page 14
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B
Export
* For Default Output Format, on the drop-down menu select:

o American Psychological Association 6™ Edition

* Leave all other settings as is.
= =]
i
Cite
¢ Leave this for now — you will return to this later when using Zotero with Word.

®

Proxies
* Check the box for ‘automatically recognize proxied resources’
* Leave other settings as is.

| a|
Shortcuts

* This is where you can change the default short-cut settings if you wish. We recommend you
leave this unchanged for now.

* Any changes you make will take effect in new windows only.

&

Advanced

* Leave all settings alone.
* Onthe Files and Folders tab, click on the Show Data Directory button

o This opens up your Zotero system files stored within your Firefox program files on
the Hard Drive of your computer.

o Do not attempt to open any of these files — if you do you could corrupt your Zotero
database!

o This button will come in useful later in Task 18 when you learn how to back up your
Zotero library.

o Close the window that opened up and close the Zotero Preferences window.

BM/SH/2014-15 Page 15
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[ TASK 6: Left-hand column: create a collection ]

» Open Firefox

» Open Zotero: click on the Zotero icon in lower right corner
The left-hand column
> All references are contained within ‘My Library’

» You can also create folders — called ‘collections’ — for your references within Zotero:

g &
= (& My Library

— Imported 10 June 2009 21:40:01
I Imported 14 April 2008 10:58:09
| McIntyre Refs

.| MEd Reading
| Morgan PhD Thesis Library

_| Practitioner Research

— | Pupil Engagement

2 Pupil Voice
| Research Methods

_I Springer Link refs

| SUPER Collaboration
I Trying things out
| Ts, Collab & Research

_| Twitter in schools and HE

_| Visual Studies
77 Duplicate Items

Unfiled Items

1 Trash

o &8

» Create a new collection now
New Collection...

I Importec New Saved Search...
—| Importec

o Right-click on the My Library icon
Show Duplicates
~ McIntyre Show Unfiled Items
| MEd Rea
Export Library...

—I Morgan Fererrrreomsremwr

o Select New Collection from the pop-up menu

o Name your collection e.g. Trying out Zotero.

Practitinner Recearch

o It will appear in the left-hand column. It’s empty for now but in a later task you will store
some references here.

o Collections are sub-sets of My Library: if you click this, you will see the contents of all
collections. Unfiled Items contains items you have not yet allocated to a collection.

BM/SH/2014-15 Page 16
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TASK 7: Middle Column: Find & store references ]

Follow the steps below to have a quick demonstration of how Zotero can gather references for you
from the University of Cambridge Library catalogues. You will use these references later in Task 15

when you are using Zotero with Word.

» Open Firefox: go to the Education Faculty Library Home Page
www.educ.cam.ac.uk/library/

» Click on Search for books
You are in: Home » Library

Library Home

Opening hours

Search for books ‘—

Renew your books
24hr Library
Library guide

Contact us

» This will open the LibrarySearch Window:

l(".-\\l.:lilli\l\{llll;(l;)l'. Libraries Gateway | Universty library Newton Feedback Textonly Help My library sccount
Sy 7 Vel g
LibrarySearch
Enter your search terms . Ex#ict search > Print | My Discow :
LibrarySearch covers resources across University of Cambridge libraries Need more?

LibrarySearch+ covers all content in
LibrarySearch and:

or archive and | e Full text joumnal articles (JSTOR, Science Direct etc.)
e Full t=xt of many ebooks

¢ Newspaper content (inc. Factiva)
o Major citation databases (inc. Web of Knowledge)
* And more, over 200 million records...

Try the pilot service and tell us what you
think

BM/SH/2014-15 Page 17
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» Enter the search term Jean Rudduck
o Your search results will appear:

LibraIySearch
s/

Try LibrarvSearch+ for journal articles, newspaper content and more ...

Results 1 - 25 of 53 for , sorted by: \rel_e_va_ncg_i\ (k55 ]rees]

Select Location:

EBook Showing results from:
2) [All locations v |
3 Y
Too many results for the same work? » Group results by entries for a work Refine:
4 ~ Format

Acquiring knowledge in initial teacher education : reading, writing,
Book practice and the PGCE course / Gillian Squirrel ... [et al.].
m Boston Spa : British Library, €1990. v Author
Rudduck, Jean (48)

EBook (2)

Series: Library and information research report ; 79 Fl SRS
2 . utter, Julia (2)

Holding library: University of Sheffield. Division of
Education Faculty Library: Reference Archive Education. Co-operative Group Work
material - R 370/7 SQU Project sy ..

Found: Jean (2) Rudduck (2) SamkezHelatis(s)

67 more...
’5 i ~ Publication Date
Developing a gender pohm in secondary schools : individuals and Sty S Last S years (1)
Book ms‘?‘t‘qun‘s"“?ean Rudduck. - Last 10 years (9)

» Sort the results by ‘year’ in order to access the most recent publications:

LibrarySearch

Try LibrarySearch+ for journal articles, newspaper content and more ...

Results 1 - 25 of 52 for , sorted by: Ly_e_@r V‘\ ‘_

» Now look in the top bar of Firefox where the URL or web address is - in the 'navigation' bar -
starts http etc

» Notice that a small yellow folder icon has appeared at the end of the bar: Click on this icon

[ = 5 |
| @9 htip://search.lib.cam.ac.uk/ =l g

BM/SH/2014-15 Page 18
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» Zotero will display all the Rudduck references on the current webpage in a Select Items box:

LibrarySearch
P ord Jean Rudduck i , My Discoveries
dloud SRR Select which items you'd like to add to your library L

i[] Learning from the student's perspective : a source... : Al &
[J] Improving learning through consulting pupils Jean ...
Try LibrarySearch+ forjournal} | improving learning through consulting pupis / Jean...
[] Cémo mejorar tu centro escolar dando la voz al alu...
Results 1 - 25 of 53 for f |[C] Personalised learning and pupil voice : the East Sus...
[] Raising poys' a;hevemenF / .Mlke Younger and 'MoII... T —

[] Consulting pupils : what's in it for schools? / Julia Fl... ng results from:

[[] How to improve your school : giving pupils a voice ... ycations v|

[] The challenge of year 8 : sustaining pupils' engage...
M1 Consulting nunis what's in it for schooke? £ Tufia B Y|

Select Items

-t search > Print

EBook

Too many results for the same work? | ine:
. | selectAl | [ Deselectal | :
w Fmat
Learning from the studen Ais
Book teaching/ Alison Cook-S I oK J [ Cancel ] =
O Boulder, Colo. ;London : thor
. . . udduck, Jean (48)
Holding library: ; o Flutter, Julia (2)
Education Faculty Library - 371/81 COO University of Sheffield. Division of
Found: Jean (1) Rudduck (1) Education. Co-operative Group Work

rossolh

» Note: If you are on a webpage displaying only one reference, the top bar icon is a blue book
icon instead of a yellow folder. Zotero knows the difference!Select the following 5 items:
Check each box next to the item you wish to select

Improving learning through consulting pupils (Z"d item)
Consulting Pupils: what’s in it for schools? (1°" item)

The challenge of Year 8: sustaining pupils’ engagement
Transfer and transitions in the middle years of schooling
Developing a gender policy in secondary schools

© O O O O

» Click OK: you'll see a small window (lower right-hand corner) briefly appear from Zotero

telling you these have been saved.

zotero

» Now click on in the bottom right hand corner of your Firefox to open up Zotero

» You'll see the references you selected already in the middle column of your new Zotero

library:

0-RB A B- - 4 ~ Al Fields & Te |
Title Creator

. Consulting pupils : what's in it for schools? / Julia Flutter, Je... Flutter and Rudduck

Developing a gender policy in secondary schools : individu... Rudduck

# lig Improving learning through consulting pupils / Jean Ruddu... Rudduck and McIntyre

The challenge of year 8 : sustaining pupils' engagement wit... Rudduck and Flutter

Transfer and transitions in the middle years of schooling (7-... Galton et al.

> You will return to use these references with Word in Task 15.
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TASK 8: Right Column: Check/Edit Individual Reference
Information

» In the middle column, click on the reference ‘Consulting Pupils: what’s in it for Schools?’

» Detailed information for the reference appears in the right hand column:

\49' B /6 NG T k?' - l~ ) 71‘ » -
Title Creator = [ Info | Notes | Tags | Related
Raising boys' achievement / Mike Younge... Younger et al.
® [@ Improving learning through consulting p... Rudduck and McInty... Item Type: Book
How to improve your school : giving pup... Rudduck and Flutter Title: Consufting pupis : what's

Rudduck.
v Author: Flutter, Julia
¥ Author: Rudduck, Jean
Abstract:

The challenge of year 8 : sustaining pupil... Rudduck and Flutter
Personalised learning and pupil voice : th... Rudduck

Boys' performance in modern foreign lan... Jones and Jones
Transfe and transitions n the middle yea... Galton et al. Sesless Wiats sitforschiook?
[§ Consulting pupils : what's in it for schools... Flutter and Rudduck Sados Mismnbess

Thinking about learning, talking about lea... Flutter et al. Vol

[@ Improving learning : the pupis' agenda : ... Doddington et al. # of Volumes:

» The reference details might need tidying up. Any editing you do here will enable Zotero to
produce an accurate bibliography list (coming up in Task 14).

o Check that the details are correctly labelled.

o For example, you can change an ‘author to an ‘contributor’ or ‘editor’ by clicking on
the label ‘author’ and selecting ‘contributor’ or ‘editor’ from the drop-down menu:

Info |Notes | Attachments | Tags | Related |

> [ Locate = ]

‘ Book v ‘

Title: Improving Learning Through Consulting Pupils
¥ Author: Rudduck, Jean

Author
Contributor
Editor

Series Editor
Translator

Place: London
Publisher: Routledge
Date: 2007 v
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> You can also edit names or delete information which is not essential.

o Open the Transfer and transitions reference: note that ‘Great Britain’ appears as an
author — this need to be deleted.

o Click on the minus sign (next to the name) to remove it from the list.
» To edit a title (if necessary) click on the title text and a text box will appear:

P - e =

Info | Notes | Tags | Related

Item Type: Book

Title: | Consulting pupils : what's in it for schools? / Julia Flutter, Jean
Rudduck.

v Author:FIutter, Julia =
v Author: Rudduck, Jean D &

o Make your changes. In this example, we delete the forward slash (/) and the
authors’ names.

o To close the text box, click anywhere in the reference entry in the right hand column
(anywhere other than the title). Your edit is saved.

» Take a moment to look through the information you can store about each reference in the
right-hand column:

o Item Type: click on this to reveal a drop down menu (handy for when you manually
create a reference)

o Author: click here to reveal a drop down menu (handy for when you need to use
‘editor’ etc)

o Abstract: you can type or copy and paste text into this section

o Notes Tab: You can type or paste text here. Good for keeping track of your thoughts,
key quotes etc.

= Click on Add and type in some text. It will be attached to your reference — see
the yellow ‘post-it’ icon.
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o Tags Tab: You can tag references with key words. Good for searching quickly through
a large library.

o Related Tab: You can use this to link related items from your library.

= Click on Add and link another reference in your list to ‘Consulting Pupils’. This
is a good way to remind you of links you want to make between items.

Key Principle

Checking and manual editing of downloaded references is essential so that when
you generate bibliographies or use Zotero to manage citations in your essays/thesis
your references will appear correctly. This is your responsibility; you cannot blame
zotero if examiners mark you down for inaccurate or inconsistent referencing!
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Section 2: Searching, Sorting, Reports & Creating
Bibliographies
Tasks 9-14
Completed
9. Search Google Scholar ]

10. Search JSTOR
11. Search Web of Science
12. Sort your references

13. Generate a report

O O O O O

14. Create a bibliography
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[ TASK 9: Search Google Scholar ]

1. Go to Firefox’s address bar: enter scholar.google.co.uk to go to Google Scholar.

Google

scholar

-]

® Articles (V' include patents) Legal documents

Welcome to our new modern look! Learn more Dismiss

Stand on the shoulders of giants

2. Enter some key words in the search box and click “search”. Suggestions for key words: link to
educational research topics you are interested in e.g. ‘school improvement’, ‘classroom teaching’,
‘boys’ achievement’ etc.

3. When you have your results, look at the top right of the address bar: find the small yellow folder
icon. Click it once. If you cannot see the yellow folder, go to Zotero’s Preferences (Task 5) and under
the General Tab click the button ‘Update Now’. Then refresh your Google page.

S41C 5
2 m Eave to Zotero... (Google Scholar) 4
| g €arch Depar tments and ra

C || @~ e

4. Your search results on the current page are listed with a check-box beside each one.

school improvement v

Select Items @

Select which items you'd like to add to your library ]
|[7] [BOOK] Moral leadership: Getting to the heart of sc... 4|
) |[J] [CITATION] Changing our schools: Linking school e...
ook; Moral leadership:} | [CITATION] Successful school improvement: The i...
TJ Sergiovanni - 1992 - ERIQ | rcrraTION] School improvement in an era of change
Abstract: This book shows i | ; 5

> 7 [BOOK] Teachers, Their World, and Their Work. Im...
dimension based on purposq | 2 2
organization to a communityf |[J [CITATION] School improvement: what can pupis t...
Cited by 1037 - Related arti |[] [BOOK] Innovation up close: How school improve...
L™ [BOOK] School effectiveness for whom?: Challenge... il
L Stoll .. - 1996 = |[] [CTTATION] School effectiveness and schoolimpro... | F—

H i S !09 |1 IRONK] Praarams of schaalimnroyement: An over Y|

Changing Our Schools: Link]

and Fink, Dean (1996) Chan [ Select Al ] [Dese'ect/\"l
Improvement. ... Uncontro

Cited by 965 - Related articl

emanion) Successful school improvement: The implementation perspective and beyo
M Fullan - 1992 - Open University
Cited by 673 - Related articles - Library Search

cmanony Changing our s

cmanion School improvement in an era of change
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5. Select the results you’d like to keep. Or click Select all, then OK to download all of the page
results into Zotero.

6. Open your Zotero library (click on the Zotero icon). Check the middle pane: you will see your
selections have been downloaded into your Zotero library.

- @~ |:d /6 1 1 ry'
A| | Tite

_ Creator Date Added ~ E&|

21.. ® [@ School effectiveness for whom?: Challenges to the school ... Slee et al. 13.7.12 14:2... &8
10:... ® [@ Moral leadership: Getting to the heart of school improvem... Sergiovanni 13.7.12 14:2... —
3 |® [@ Teachers, Their World, and Their Work. Implications for S... Lieberman and Miller 13.7.12.14:2..;

Note that references download into whichever Collection folder you have selected at the time.
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TASK 10: Search JSTOR ]

1. Open up Zotero and create a new collection (see Task 6). Name it JSTOR Search. Make sure this
collection is highlighted/selected.

2. You can now close Zotero while you conduct your search in Firefox — Zotero will still be working
in the background.

3. Go to www.jstor.org and do a search for the key term/s you used in Task 9 or select a new key
term. If you are working from home/outside the University then you will need to login to JSTOR to
download pdfs.

4. Click the Zotero folder icon in the address bar and select all or some of the items to download.
Click OK to start the download.

Search Results

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

school improvement \[] The Practical Relevance of Accountabiity Systems f... '}75
:D Assessing the Contribution of Distributed Leadershi... = |
|J Administrators as Ethnographers: School as a Cont...

[[]Search within these results

SHOWING 1-25 OF 247943 jD School Improvement: Reality and Tiusion

3ot i | ] Hospital-Level Performance Improvement: Beta-Blo...
elevance ¥ |[] Dropping out of High School: The Role of School O...

— iD Leadership of Inquiry: Buiding and Sustaining Capa...

| 1s 'school Effectiveness' Anti-Democratic?
|

I results | Only results with
ANl resuits | Only results with images |[J High School Exit Examinations and High School Co...

All content | Onlv content| can access |1 Tamina Trees: Canital Srience and Nafure in Pacfi ¥
[= Save Citation [ Email Citation 3| [ Select Al | Deselect Al
[ selectiunselect all 0 You have access to this content
- O You have access to part of this content
[J1. The P‘rax-:tical Rel \ ofA I bility Systems for School Improvement: A Full text on external site
Descriptive Analysis of California Schools Citation access — s66 S6ca5S dotions

Heinrich Mintrop, Tina Truijillo
Educational Evaluation and Policy Analysis, Vol. 29, No. 4 (Dec., 2007), pp. 319-352

[J2. Assessing the Contribution of Distributed Leadership to School Improvement and Growth in Math Achievement

Ronald H. Heck, Philip Hallinger
American Educational Research Journal, Vol. 46, No. 3 (Sep., 2009), pp. 659-689

4. Open Zotero and check the middle pane: your new downloads are listed in the JSTOR Search
collection. If they are not in your JSTOR collection check you followed Step 1 above. The references
will be in your main My Library — you can drag and drop them into the JSTOR collection.
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[ TASK 11: Search Web of Science ]

1. In Firefox, go to http://wok.mimas.ac.uk/

IS WEB OF KNOWLEDGE™
Is proud to celebrate 10 years of partnership with JISC
SUPPORTING EDUCATION AND RESEARCH

Latest news:

2011 Journal Citation Reports - Now Available.

FREE* Book Citation Index support materials available to order.

See how benchmarking tools helped the University of Glasgow to identify its strengths and r

Feedback Available when searching - Thomson Reuters Book Citation Indexes - 3 month trial - comme

elios here b ame <o
Book Ctation

Master Journal List ndexes

Search for journals Access to the Book Citation Indexes

covered in the Web of . .
Knowledge (includes Web of Knowledge Service for UK Education

all journal titles
covered in TR

The Web of Knowledge Service for UK Education provides a single route to all the Thc
products). Note — not

i institution. Connect to the Web of Knowledge Service, search using the WoK 'All Database
databases. 'Select a Database' page. Use the 'Additional Resources' tab for helpful tools and web sites
Search by: . Check the Subscribers List to see if your Institution has a subscription to Web of Knowled
| Title Word ¥

- .
Fe,a_r,smemt;_]m redietd E oy

Problems with access? Try this alternative linkgffistitution name, username and passwc
alternative options.

*enter a title word, full

2. Click the orange Access Web of Knowledge button to search. From faculty/university network
computers, you will not have to log-in. When accessing from outside the University, you will have to
log-in via ‘shibboleth’ — UK Federation — University of Cambridge — Raven log-in.

3. Search for articles by one of our faculty Professors: Madeleine Arnot or Kenneth Ruthven. Enter
Ruthven K or Arnot M in the first field, select author and click on the orange Search button:

All Databases
Searc
Ruthven K | i Q
Example: O'Brian C* OR OBrian C*
(a0 | | in Q
Example: O'Brian C* OR OBrian C*

[an0 ] | |
Example: Cancer* OR Journal of Cancer Research and Clinical Oncology

in Publication Name || R

Add Another Field ==

\E;é_}_gg,ug @-:c;gg;qég Searches must be in English

If you experience any problems with All Databases, click on the tab Web of Science and carry out
the search there instead.
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4. On the results page, look for the yellow folder icon at the top right of the address bar. If it
appears, click it to select and download the references you want.

LEDGE ‘ DISCOVERY STARTS HERE

Select Items 'EndNoteWeb | MyF

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

2 Schooling and domestic transitions: shifting gender... #
wj |[] The gender-education-poverty nexus: Kenyan you...
Youth citizenship and the politics of belonging: intro...
[[] Gendered constructions of citizenship: young Keny...

[] Confiict, religion and gender hegemonies - the impli..

| @ The Aftermath of Feminism: Gender, Culture and S...
[[] The Chondroitin Sulfate A-binding Site of the VAR2...

tid |[C] Addressing Gender Confiict, Sexuality and Violence ... Previews
b3 |[] Developing ethical and democratic citizens in a post...
\[C1 The socinlaay of dicahilih and aduicati A

sekctAl| | DeselectAl | 3 @) |» M

I OK ] [ Cancel ]

ResearcherlD mc

[ 4. Title: Schooling and domestic transitions: shifting gender relations ar
Author(s): Arnot Madeleine; Jeffery Roger; Casely-Hayford Leslie; et al.
Source: COMPARATIVE EDUCATION Volume: 48 Issue: 2 Special Issue: SI
Times Cited: 1 (from All Databases)

lugeam=Snd Sl tait [@-View abstract ]

5. If it does not appear, click on one reference on the page that you are interested in. Look in the
toolbar for a ‘page’ icon:

L —— .

6. Click on this icon to download this individual reference. Or try your search again via the ‘Web of
Science’ tab (this does appear to trigger the yellow folder).

7. Open your Zotero library and check the middle pane to find your newly downloaded references.
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[ TASK 12: Sort your references ]

Now that you have a number of references in your new Zotero library, learn how to sort them.
Zotero has a number of features which help you to quickly sort and organise your references.
Follow the instructions below to customise the middle column of your Zotero library beyond the
default settings of title and author/creator.

1. Click the small grid-like menu on the top right of the middle column:

©- B A B~ ¢-| Q4 - All Fields & Tagi—,
Title Creator
F Qualitative Research Kit
# [ Qualitative Data Analysis: Explorations With Nvivo Gibbs

# [ Qualitative Data Analysis With NVivo Bazeley

# & Qualitative Research Design for Software Users Gregorio ...

2. From the drop-down menu choose the additional column headings you’d like to set up (Tip: ‘date
added’ is very useful for helping you to find recent additions to your library).

- B A Wb~ &€~ | ~ A % Tag
Year  Title Crea... Type @ v =
F Qualitative Research Kit il

2002 & Qualitative Data Analysis: Explorations Wi... ( ,, c;e},to,

2007 ® & Qualitative Data Analysis With NVivo v Tipe

Date

2009 ® |4 Qualitative Research Design for Software ... (  publsher

2010 ® | Developing inclusive education systems: t... , ‘enouage
| Call Number

, # {= Germany: Education in the Third Reich Rights
2010 @ - Predicting homework distraction at the se... ) ¥ D2t Added
Date Modified
2011 ® — Research on individual differences withina... | +
2011  ® - Self-regulation, coregulation, and socially ... | i‘i:;’;:'egbb'
™ Motivation Engagement Student Voice_0.pdf Publication
Library Catalog

#® ~ Research and Research Methods for Youth... |
@ {= CPD State of the Nation Report Literature ... | __Resters Celumn Order

3. You can now sort your library using the new headings you’ve selected: click on any heading in the
middle column to sort e.g. by year, author/title alphabetically (A-Z, Z-A), date added etc.

4. You can also create further collections and sub-collections to sort/organise your references
further if you wish.
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[ TASK 13: Generate a report ]

The ‘Generate Report’ command is very useful: Zotero will generate a report of all selected items in
your Firefox browser window, including any notes you have attached to individual references (see
Task 8). This can be very useful for printing out to support writing up literature reviews or sharing
references with a research team etc.

1. From within Firefox, open up your Zotero library.

2. In the middle pane:
» select all the items you want to include in your list (Keyboard: CTRL-A)
» or for non-contiguous items hold down CTRL (CMD on Mac) while you click your
selection.

3. Right-Click your mouse anywhere in your highlighted selection to reveal the drop-down menu.

4, Select the command: ‘Generate Report from Items’

Title Creator Date Added~ # B

B The Relationships betw

(@) view O |-_
B Beyond Standardization: e e

B School Improvement: RefEELEIEIESELEEETou B ey € 249.1318:... *
<3 Move Items to Trash...

K Merge Items...

. 24.9.13 18:...

' Export Items...
i=Create Bibliography from Items...

i Generate Report from Items. .. P

5. Zotero will now ‘generate’ a report for you in the main Firefox browser window. Each item you
have selected will be displayed, along with any notes or tags you have attached to the items.
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[ TASK 14: Create a bibliography ]

1. From within Firefox, open up your Zotero library.
2. In the middle pane:

» select all the items you want to include in your list (Keyboard CTRL-A)

» or for non-contiguous items hold down CTRL (CMD on Mac) while you click your selection.
3. Right-Click your mouse (CTRL-Click on Mac) anywhere in your highlighted selection

4, Select the command: ‘Create Bibliography from Items’

Q-8 A W~ | & ~ Al Fields & Tags

Title Date Added
24.9.13 18:...

Creator 7 B

The Relationships between School Ins @ view Onine 24.9.13 18:...
=] Beyond Standardization: State Standz .. 24.9.13 18:...

B school Improvement: Realty and Tius il i 24.9.13 18:...
1] Move Items to Trash...

A Merge Items...

¥ Export Items...

Create Bibliography from Items... h

35 Generate Report from Items...

5. Select the citation style, output mode and output method from the next dialog box:
> Citation Style: select APA 6"
> Output Mode: select Bibliography
> Output Method: select Copy to Clipboard and click OK

6. Open Word and create a new document:
> Paste (Keyboard CTRI+V on PC, CMD+V on Mac/) your Zotero items into it
> You now have a bibliography created in seconds.

> If any references are displayed incorrectly, remember you need to edit them back in
Zotero (see Task 8) then repeat the steps above to ‘create bibliography’. Any
changes you make in your Zotero records will now be displayed.

» You can use this feature to print your bibliography. Tip: print out hard copies of your
Zotero bibliography periodically as an extra back-up (useful if your computer breaks
down, hard drive fails etc).
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Section 3: Zotero & Word - Citations & Reference Lists

Tasks 15 -17

Completed
15. Use Zotero to insert a full citation into a document L]
16. Other Citation Types:

1. Author/s in sentence — date in brackets (Suppress Author) [

2. Two or more citations (multiple) ]
3. Suffix added — page number ]
4. Prefix and suffix added [
17. Create a reference/bibliography list from your citations ]
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[ TASK 15: Use Zotero to insert citations into a Word document }

In this section you will use the Zotero Word plug- in to:

* nsert different kinds of citations into a prepared Word document for you to practise
using your Zotero library;

* create a reference list/bibliography following your chosen reference style (APA 6"
recommended) from the citations.

* Download the practice text from here in the section Files and Resources to view and
download:

http://orbit.educ.cam.ac.uk/wiki/A_Zotero_Self-Paced_Study Guide

1. Before you start: Sorted and Classic dialogs

» Zotero gives you 2 ways to insert citations from your Zotero library into a Word Document. You

can choose between:

¢ Sorted dialog
OR
* (Classic dialog
The default mode is ‘sorted dialog’.
» This guide will instruct you on how to use the Sorted dialog. You can try the Classic dialog by
yourself later and decide which you prefer.
» You can set your preference to the classic by accessing the Cite tab in Zotero’s Preferences —
see TASK 5 — and checking the box:

i & @ E @ [ X

General Sync Search Export Cite Proxies Shortcuts  Advanced

| Word Processors | Styles

Microsoft Word for Windows
The Zotero Word for Windows add-on is currently installed.

Reinstall Word Add-in
_# [[] use dassic Add Citation dialog

Get word processor plug-ins...

» TIP: if you experience problems with the default ‘sorted’ dialog, switch to the Classic dialog.
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2. Inserting Citations with the Sorted Dialog (the Bubble)

» Make sure you have installed the Word plug-in (see Task 3). Open Firefox.

» Open Word and open the practice document you have been given. Check the toolbar: You

i

should see this row of icons ;g (*

o

i
i

| = 5B ¢ ! (In Word 2007 & 2010 they

appear in Add-Ins):

s 25
r. 3 r.

[

Insert edit citation insert biblio edit biblio Refresh set doc prefs remove codes

o These buttons allow you to manage Zotero citations in your Word documents.
o If you do not see them, try checking the “Templates and Add-ins” window.
= Select “Tools” from the dropdown menu at the top of your screen, pull down to
“Templates and Add-ins,” and make sure that the box for Zotero.dot is checked.
o If you see a warning message (upper left below the main menu) that macros have been
disabled, click Options and enable these to permit the Zotero add-in to work.

» Toinsert a reference from your Zotero library, highlight the first citation — including brackets —
in the document i.e. Rudduck, 1994:

The project was concerned with factors that affect pupils’ progress between
the ages of 7 and 14 (Rudduck, 1994). As mentioned by Rudduck & Mcintyre

(2007), we start by considering the primary side of the transfer divide, move

> Click the first button on the Zotero toolbar: “Zotero Insert Citation”

» The Document Preferences window will open. Choose the bibliographic format you would like
to use from the list and click OK (APA — American Psychological Association 6th Edition
r‘eco m m e n ded ) . Document Preferences

Citation Style:
American Medical Association Al

American Psychological Association 6th Edition

American Political Science Association
American Sociological Association
Chicaao Manual of Stvle (Author-Date format) o

Display Citations As:

Format Using:

® Fields
Microsoft Word Fields are less likely to be accidentally modified, but cannot be shared with OpenOffice.
The documnent must be saved in the .doc or .docx file format.

O Bookmarks

Bookmarks are preserved across Microsoft Word and OpenOffice, but may be accidentally modified. For
compatibility reasons, citations cannot be inserted into footnotes or endnotes when this option is selected.
The document must be saved in the .doc or .docx file format.
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» The Zotero Bubble appears:

N

» Search for your reference by typing in this Bubble. You can search your library by author and
date or type in words from the title e.g. Rudduck 1994

The ll - rudduck 1994

the ag My Library
Developing a gender policy in secondary schools : individuals and institutions

(2007),

WERS - Rudduck (1994). Open University Press: Buckingham ;. on to the
Students’ Secondary School Careers: Research in a Climate of Moving Perspec_ }
transt waliace etal. Falmer Press. POOIS
» or ‘developing a gender policy’:
The Wl - developing a gender policy| ween
Developing a gender policy in secondary schools : individuals and institutions
R Rudduck. Open University Press: Buckingham ;. on to the

transfer to secondary school, and then explore some areas where schools

» Choose Developing a gender policy in secondary schools: click once on the title and the correct
reference will appear in the bubble:

& ' Rudduck, 1994

» Press return on your keyboard to insert the citation into your document. It should appear as
follows in your text:

The project was concerned with factors that affect pupils’ progress between
the ages of 7 and 14 (Rudduck, 1994). As mentioned by Rudduck & Mcintyre

(2007), we start by considering the primary side of the transfer divide, move

» You can tell your citation is ‘live’ (linked to Zotero) by placing the cursor within it — it will then
appear ‘greyed out’ as in the above example.
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> If you can see double brackets e.g. ((Rudduck, 1994)) then you need to manually delete the

brackets you originally put in before you inserted the Zotero citation. Make sure you do not
delete any part of the Zotero citation!

> You might see the following instead — all the field codes displayed:

{ ADDIN ZOTERO_ITEM CSL_CITATION
{"citationID":"1f9f9n8bke","properties":{"formattedCitation":"(Rudduck & Mcintyre,
2007)","plainCitation":"(Rudduck & Mcintyre,
2007)"},"citationltems":[{"id":4,"uris":["http://zotero.org/users/local/Ut0lINgm/items/7ISVHIDA"],"
uri":["http://zotero.org/users/local/Ut0lINgm/items/719VHIDA"],"itemData":{"id":4,"type":"book","
title":"Improving learning through consulting pupils / Jean Rudduck and Donald
Mcintyre.","collection-title":"Improving learning TLRP.","publisher":"Routledge","publisher-
place":"London","event-place":"London","ISBN":"9780415416153 (hbk.):0415416159 (hbk.)
:9780415416160 (pbk.):0415416167 (pbk.)

" "author":[{"family":"Rudduck","given":"Jean"},{"family":"Mcintyre","given":"Donald"}],"issued":{"
year":2007}}}],"schema":"https://github.com/citation-style-language /schema/raw/master/csl-
citation.json"}}|

» If this happens, select the whole entry, right-click your mouse (CTRL-click on Mac) and select
Toggle Field Codes.

{ ADDIN ZOTERO_ITEM CSL_CITATION
{"citationID":"1f9f9n8bk6","properties":{"formattedCitation":"(Rudduck & Mcintyre,
2007)","plainCitai=="-1im--4-ts-ete @ nastesen

e Calibri(E~ 11~ A" A 5 7 nyn
2007)"},"citationl tero.org/users/local/Ut0lINgm/items/7I19VHIDA"],
uri":["http://zote BIUE¥-A-¥ 'ms/7I9VHIDA"],"itemData":{"id":4,"type":"book","
title":"Improving learning thrangh ransulting pupils / Jean Rudduck and Donald

Mclintyre.","colle rning TLRP.","publisher":"Routledge","publisher-
place™:"London”, SBN":"9780415416153 (hbk.) :0415416159 (hbk.)
:9780415416160 (I Paste Options:
" "author":[{"far m:‘( S| A ean"},{"family":"Mcintyre","given":"Donald"}],"issued":{"
year":2007}}}1,"s W Update Field m/citation-style-language /schema/raw/master/csl-
citation.json"} } -

Edit Field...

Toggle Field Codes *—

A  Font.

=¥ Paragraph...

= Bullets | »

i=  Numbering | »

Ad Styles >
Edit Citation(s) >

» This should now display the citation correctly as: (Rudduck 1994).

» Move to Tasks 16.1 — 16.4 to practise inserting and editing citations in your document,
repeating the above basic steps. You will learn how to insert and edit 4 more types of citations:
o Author/s in sentence — date in brackets: Rudduck & Mcintyre (2007)
o Two or more citations: (Rudduck, 1976; Rudduck & Flutter, 2004)
o Suffix added — page number: (Rudduck, 1976, p.23)
o Prefix and suffix added: (see Flutter & Rudduck, 2004, for details)
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TASK 16.1: Author/s in sentence — date in brackets (Suppress
Author)

» For Task 15 you used Zotero to insert a full citation within brackets i.e. a citation containing

Author + Date e.g.
... pupils’ progress between the ages of 7 and 14 (Rudduck, 1994).

» If you name the author/s in your sentence then you need to suppress the author/s name/s in

your citation e.g.
Villarreal (2008) calls this transition the shift from . ..
Ruthven and Hennessy (2002) offered a model of . . .

Zotero makes this easy to do via the edit button on the Zotero toolbar within Word.

» Insert the citation for Rudduck & Mclntyre, 2007 following the same steps you took in Task 15
so it first looks like this (being careful to retain the authors’ names outside the brackets):

As mentioned by Rudduck & Mcintyre (Rudduck & Mcintyre 2007) . . .

» Place your cursor within this citation to edit it.

> Click the edit button on the Zotero toolbar within Word
4% ¢ !

s ”
8 rn.
» Click on the citation when it appears in the Bubble dialog. This will open a box where you can

edit your citation. For this task, check the box Suppress Author:

r 28 Rudduck and Mclintyre, 2007

Improving learning through consulting pupils / Jean
Rudduck and Donald McIntyre.

(Rudduck & Mcin Rudduck and McIntyre (2007), Routledge: London.

i
L3

-

2

Page ] |

Prefix: {

Suffix: {

_* Suppress Author

» Press return and your citation will now appear as date only e.g. (2007).
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[ TASK 16.2: Two or more citations (multiple) ]

» Sometimes you will want to support or illustrate a point with two or more citations i.e. multiple

citations e.g.

... and the post-transfer period (Galton et al, 2003; Rudduck & Flutter, 2004).

» Return to your Word Document. Follow the steps you learnt in Task 15 to insert a citation.
However, do not press return on your keyboard until you have selected the two citations you
need i.e. Transfer and transitions and The challenge of Year 8

> Click on ‘insert citation’ on the Zotero toolbar

" » T—
:r B f, =

~

e T
- I Hew 092 G2

» Search for a citation in the Zotero bubble and click once in the drop-down list to select it:

& ' Galton etal.. 2003

» After selecting the first item, don’t press return. Type the author, title, or year of the second
citation you want to select.

&~ ' Galton etal. 2003 ' Rudduck and Flutter, 2004

» Now press RETURN on your keyboard to insert your multiple citations in your document. Your
citations will now appear within brackets and correctly separated by semi-colons:

(Galton, Gray & Rudduck, 2003; Rudduck & Flutter, 2004)
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[ TASK 16.3: Suffix added — page number

» If you quote from a source, you must provide the page number as a suffix along with

author+date in your citation e.g.

... between years within the same school (Galton, Gray & Rudduck, 2003, p.23).

» Return to your Word document and insert the citation for ‘Galton, Gray & Rudduck 2003’

(follow steps for Task 15). Once inserted, place the cursor within the Galton et al citation. The
citation will appear highlighted in grey:

(Galton, Gray, & Rudduck, 2003)

.

> Click on the Edit button on the Word Zotero tool-bar to reveal the Zotero Bubble:

(Galton, Gray, & Rudduck, 2003)

& Galton etal. 2003 |

» Click on the citation within the bubble to reveal the editing box:

y 2 Galton et al,, 2003

Transfer and transitions in the middle years of
schooling (7-14) : continuities and discontinuities in
learning

Galton et al. (2003), DfES Publications: Nottingham.

[Page v/ | \

Prefix: ’ ‘

Suffix: { 1

] Suppress Author

BM/SH/2014-15 Page 39



Zotero Self-Paced Workbook v6

» Type a page number into the first box. You will see the number appear in the citation in the

Bubble:

y X Galton et al.. 2003, p. 23

Transfer and transitions in the middle years of
schooling (7-14) : continuities and discontinuities in
learning
Galton et al. (2003), DfES Publications: Nottingham.

Page v/ | 23 |
Prefix: ’ |

Suffix: ’ ’

] Suppress Author

» Press Return on your keyboard.

» Your citation will now appear in your document with page number added:

(Galton, Gray & Rudduck, 2003, p.23)
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[ TASK 16.4: Prefix and suffix added ]

» You can use the Edit function to add further details to your citations as appropriate e.g.
prefixes and suffixes:

(see Cooper & Mclntyre, 1996 for details)
» Return to your Word Document.
> Use Zotero to add the citation for Flutter & Rudduck 2004 in the 2" paragraph:

Practice in more than 50 schools is described and analysed (see Flutter & Rudduck,
2004, for details).

» Once inserted, place the cursor within the Flutter & Rudduck 2004 citation.
> Click on the Edit button on the Word Zotero tool-bar to reveal the Zotero bubble.

» Click on the citation to reveal the edit dialog box. Add prefix and suffix details (copy this
example):

y A sce Flutter and Rudduck, 2004 for details

Consulting pupils : what's in it for schools?
Flutter and Rudduck (2004), RoutledgeFalmer: London.

ErPage v ] \ ]

Prefix: ’ see ’

. Suffix: f for details| [

] Suppress Author

» Press Return on the keyboard to insert your edited citation into your document
» You will now see your citation with prefix and suffix details added:

(see Flutter & Rudduck, 2004 for details)

BM/SH/2014-15 Page 41



Zotero Self-Paced Workbook v6

[ TASK 17: Create a reference/bibliography list from your citations ]

> You now have a number of citations in your document. Zotero can quickly create a reference list
at the end of your document compiled from these citations.

> Return to your Word Document.
> At the end of your document, type in the heading References
> Place the cursor below this heading (on the next line).

> Click the ‘insert bibliography’ button on the Zotero tool-bar in Word:

\ |
| A2 A% €3 !

N ”
il 2 fo.
> Watch as Zotero creates a list compiled from all the citations in your document.

"I
&y
.

>

> Zotero will update this list as you add more citations to your document. Try adding some more
citations now. Click the refresh icon in the Zotero toolbar to update your list.

» NB: If any of the references in the list appear incorrect, have missing or unwanted extra
information or strange symbols, you will need to return to edit them within your Zotero library
within Firefox (see Task 8).

o Any changes you make to the original references here (in the right-hand column of
Zotero) will appear when you refresh your bibliography back in your Word document.

o A O symbol in your Word references list is due to an extra/unwanted space back in the
original reference entry within Zotero: delete the space to get rid of the symbol.

o NB: when you generate a bibliography in Word using APA 6" as your output style,
displayed references automatically include a DOl number (if available). You do not need
to delete this information.

o Citation and reference list display formats will change depending on the citation style
you are using (see page 33).

o To refresh your reference list in order to update changes you’ve made in your Zotero
library, click on the refresh button on the Zotero tool-bar in Word:

\

"y 2 = | A By gl
ra E rnL Si‘- I Al [ 1} \§?) !

-

» Your reference list in your document will now reflect your changes.
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Section 4: Backing up & importing/exporting

Tasks 18 — 22
Completed
18. Back up your Zotero Library ]
19. Restoring your Zotero Library from a backup ]
20. Import & Export References ]
21. Sync your library online ]
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[ TASK 18: Back up your Zotero library ]

We strongly advise you to learn how to back up your Zotero Library. If your computer breaks
down you will lose all your work if you haven’t got a back-up plan. Use the following
information to back up your Zotero library to an external hard drive/USB memory stick.

» First, locate your Zotero Library i.e. the data directory on your computer’s hard disk where
Zotero stores all your references: go to Zotero Preferences — Advanced Tab (see Task 5).

» Click on the tab Files and Folders, then the button ‘Show Data Directory’

06 @ 2 &

General Sync Search Export Cite Proxies Shortcuts = Advanced

Linked Attachment Base Directory

Zotero will use relative paths for linked file attachments within the base directory, allowing you to access files on
different computers as long as the file structure within the base directory remains the same.

Base directory: [ | Choose... |

Data Directory Location
(3) Use profile directory

(O Custom: { ’ [Choose... ]

[Show Data DirectoryJ ?

Database Maintenance

[Ched< Database Integrity ] [Reset Translators... ] [Reset Styles... ]

[ OK ] [ Cancel ] [ Help ]

» Now you can see the Data Directory. NB: do not attempt to open any of these files/folders! They
are not meant to be opened.

» Before you proceed to copy from the Data Directory, close Firefox. This is essential to avoid
errors/corrupting files. But keep the window displaying your Data Directory open.
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» Plugin an external storage device to your computer e.g. a USB thumb drive/memory stick.
» Create a new folder on your storage device e.g. ‘My Zotero Backup’.
» Copy the files in your Zotero Data Directory to the new folder on your storage device.

» You now have a backup of your library. If something goes wrong you can restore your Zotero
library from this backup. [Task 19]

» For a more detailed step by step illustrated guide to backing up Zotero see
http://libguides.northwestern.edu/content.php?pid=68444&sid=676064

For the full guide visit:
http://www.Zotero.org/support/Zotero_data#backing_up_your_Zotero_library
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[ TASK 19: Restoring your Zotero library from a Backup

You may lose your original Zotero library e.qg. when your computer malfunctions, hard drive fails or
your computer is stolen. You will also lose your library if you have to reinstall your computer’s
operating system. Luckily, Zotero allows you to restore your library easily by replacing the contents
of your active ‘Zotero’ data directory with that of your backed-up ‘Zotero’ data directory (Task 18).
» Reinstall Zotero from Zotero.org if necessary.
» Restart Firefox, go to Preferences — Advanced — and click the button ‘Show Data Directory’
o This should reveal a directory containing Zotero.sqlite and possibly a ‘storage’
subdirectory.
» Close Firefox and move Zotero.sglite and ‘storage’ from this folder into a temporary folder on
your desktop.
» Next, copy Zotero.sqlite and ‘storage’ from your backup (on your external storage device) into
the active data directory folder.

» Restart Firefox. Your Zotero library should be restored.

» Once your data is successfully restored, delete the temporary folder from your desktop.
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[ TASK 20: Import & Export References ]

You can transfer your Zotero library or a sub-collection within your main library using the ‘export’
and ‘import’ functions.

» Right-click (CTRL-click on Mac) on the collection you want to export. In the dialog box you
can select either RIS or Zotero RDF Format.
Save to your computer.

Copy the exported file/s to a USB drive and then copy to another computer.
From Zotero on the 2" computer, click on the gear wheel in the tool bar and select ‘Import’.

Select the file you have just copied over and open it.

YV V VYV VYV V

Zotero will now import these references into your library on your 2" PC. The library folder
name will be ‘Imported’ plus the date. You can rename this as you wish (right-click on folder
and ‘rename collection’).
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[ TASK 21: Sync your library online

¢ Zotero allows you to ‘sync’ i.e. synchronise your library on your computer with storage space
provided by Zotero online.
o This means you can access your Zotero library from any computer.
o Zotero has two kinds of syncing:
= Data Syncing (free, no storage limit)
* Library items, notes, links, tags — everything except attachment files
= File Syncing (300mb free with larger storage plans available for purchase)
* Syncs attached files (PDFs, audio and video files, images etc).

* You can also share your library — great for collaborative research groups!
* NB-you do not need to sync your library online to use Zotero on your computer.

* For full updated details on how to ‘sync’: http://www.Zotero.org/support/sync

* “Warning — Syncing is not a substitute for backing up. For example, if you accidentally delete
items in your library and sync your Zotero library, you won't be able to recover these items from
the Zotero server.”

o If you accidentally delete something you didn’t mean to, or corrupt your data in some
way, the problematic changes will overwrite the remote copy.

o We strongly advise you to keep backups on memory sticks or CDs in addition to using
sync, or arrange a system to backup your entire hard disk automatically.

* Consult the following for advice on troubleshooting sync:

http://www.Zotero.org/support/kb/sync_reset_options

Make sure you understand which way your files will be copied so that there is no danger of over-
writing your latest version.
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Section 5: Further Features & Cool Functions

Tasks 22 - 24
Completed
22. Create a reference manually ]
23. Attach a PDF file to a reference []

24. VView screencast tutorials L]
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TASK 22: Create a Reference Item Manually ]

» The easiest way to collect references is to import them from online sources. For some kinds of

material this may not be possible. In such cases Zotero allows you to create new references

manually.

» Zotero will format your new item correctly if you pick the right type of document e.g. book,
book section [chapter], or journal article as different kinds of document have to be set out
differently in your bibliography.

» In this task you will create a reference for Colin Robson’s book Real World Research published in

2006 in Oxford by Blackwell.

» Click the green plus icon in the Zotero menu bar. A drop down a list of possible types of
reference will appear. Real World Research is a Book, so select that.

Q- |ld A6 - &~
Book
Book Section h
Journal Article
: te'":
Newspaper Article .
Report

Store Copy of File...

More

!
Link to File... I

>

r

» Now look in the right-hand pane. You will see a corresponding blank item in the library listing.

Info | Notes | Tags | Related

Item Type

: Book

Title:

¥ Author

: (last), (first)

Abstract:
Series:

Series Number:
Volume:

# of Volumes:
Edition:

Place:
Publisher:
Date:

# of Pages:
Language:
ISBN:

Short Title:
URL:
Accessed:
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» Click the Title field and type in: Real World Research.

| Info | Notes | Tags | Related

Item Type: Book
Title: | Real World Research

v Author: (last), (first)
Abstract:
Series:

» Press Tab (on your keyboard) to skip to the next field: Author

» Enter the Author’s name. Press tab to get from the last name slot to first name:

| Info | Notes | Tags | Related

Item Type: Book
Title: Real World Research
~ Author: Robson, &1 e @
Abstract: - ‘

Series:

» Continue filling in the slots for which you have information: Place and Publisher and Date.

| Info | Notes | Tags | Related

Item Type: Book
Title: Real World Research
¥ Author: Robson, Colin o &
Abstract:
Series:
Series Number:
Volume:
# of Volumes:
Edition:
Place: Oxford
Publisher: Blackwel
Date: | 2006
# of Pages: -
Language:
ISBN:
Short Title:

» Don’t worry if some have to be left blank: Zotero provides fields for most eventualities and not
every reference will use them all.
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[ TASK 23: Attach a pdf file to a reference ]

Zotero allows you to attach a downloaded file to a reference in your library. To complete this task
you will need to have some PDF files on your computer. If you don’t have any, go to an online
journal and download a PDF file of an article you are interested in reading.

» Look at the menu bar at the top of the Zotero pane. Roughly at the centre, you'll see a paperclip
icon.

» Click the paper clip to pop down its menu and select “attach stored copy of file”.

» Browse to your documents folder and select a PDF that you have saved e.g. a paper
downloaded from a journal.

» Click Open.

» Click the small plus sign or arrow beside the reference in Zotero: you will see a pdf icon
attached to the reference data.

» Your downloaded PDF has been copied to your Zotero Data directory.

» Right-click(CTRL-click on Mac) the PDF link in Zotero and choose “Rename File from Parent
Metadata” to give the PDF a more meaningful name.

» To learn how to retrieve PDF metadata from PDFs you have downloaded from journals, see the
screen cast from the Zotero website: http://www.Zotero.org/support/screencast_tutorials
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[ TASK 24: View Screencast Tutorials ]

Zotero has many more useful features. For example:
* Highlighting and Annotation
* Creating items from webpages
* Notes
* Timeline
* Retrieve metadata from PDF

> Learn more about how to use these features by watching these excellent screencasts on the

Zotero website:

Other Features
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——— f— - - et fer o =
s [t 3 S p—— — -
- - — —_————— 3 - e
- = s | =
b=t agmmes “"._ - — P~ e
ety — s [ B - T
—— ".E' eas (o 3. - ~ [ s om
Manually Creating Items Creating Items From
Webpages
= D Y sy —
bﬁ_’({ﬂ —y | o ooe
. = o s ]
=1 ==
Notes Timeline Retrieve PDF Metadata

> Access the screencasts here:

http://www.Zotero.org/support/screencast_tutorials
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ZOTERO FAQ

For full FAQ go to the developers’ site at:
http://www.Zotero.org/support/frequently asked questions

All key questions with the latest information are answered on this site.

Home Groups People Documentation Forums Get Involved

start > frequently asked questions

Translations of this page: en de es fr = t i sl [zh

How do I back up my Zotero library? Where does Zotero store my references. notes and files?
Why don't I see a Zotero logo in the bottom-right corner of Firefox?
Why don't I see a Zotero icon in the address bar while viewing a web page?
How can I use the Chrome or Safari Connectors with Zotero for Firefox?
my library from multiple computers? Can I store my Zotero library and associated files
on an external drive?
How do I add an edited volume or a book chapter?

ow do I use Zotero with Google Docs?

1. Transferring/copying references using the Export and Import Functions

You can transfer your Zotero library or a sub-collection within your main library using the ‘export’
and ‘import’ functions.

» Right-click (CTRL-click on Mac) on the collection you want to export. In the dialog box you
can select either RIS or Zotero RDF Format.
Save to your computer.
Copy the exported file/s to a USB drive and then copy to another computer.
From Zotero on the 2" computer, click on the gear wheel in the tool bar and select ‘Import’.
Select the file you have just copied over and open it.
Zotero will now import these references into your library on your 2" PC. The library folder
name will be ‘Imported’ plus the date. You can rename this as you wish (right-click on folder
and ‘rename collection’).

YVVVYVY
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2. Zotero icon for document in Browser URL bar ]

When searching other databases (e.g. Web of Knowledge, ScienceDirect) the link to Zotero for an
item sometimes appears like a text icon as in the following image:

http://apps.isiknowledge.com/full _record.do?product=WOS&search_mode =GeneralSearch&gid=1&SID=V 1JFDmFIPN&436N]] g "

&

3. My school IT Dept/work are going to upgrade my school/work laptop system.
What should | do?

®

= Reinstalling your system software or upgrading to new software (e.g. from XP to

Windows 7) will WIPE YOUR ZOTERO LIBRARY FROM YOUR HARD DRIVE. @ Make sure

you have backed up your library (see TASK 18) onto a USB pen drive/another computer before your
laptop is serviced. You can then reinstall it. Also generate a report (TASK 13) and print your
bibliography (TASK 14) to ensure you have a paper/hard copy back up of your library and attached
notes. If disaster strikes, you can scan this back into a PC using scanning/optical character
recognition (OCR) software.

4. Why won’t Zotero download references from some databases correctly? What is
the problem?

Also see information about manually correcting records (TASK 8). An example of this problem is
when an author is assigned as a ‘contributor’ etc. This is an issue with something called
‘translators’. Zotero is set up to ‘scrape’ all the information it can from a library record. The way the
library records are set up in the database determine how Zotero will record the details. Annoying as
this issue is, it is still quicker to do some editing in Zotero than manually entering all your references
from scratch. For further information or to ask the developers questions, check out the extensive
Zotero support Forums!
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5. Is Zotero compatible with EndNote?

Zotero libraries can be exported and imported into Endnote. Similarly Endnote libraries can be
exported and imported into Zotero. For instructions, go to:
http://www.Zotero.org/support/kb/importing _records _from endnote

Our trials so far indicate that exporting from Zotero to Endnote works well using Refman RIS as
Export format (in EndNote choose File>Import, specify Refman RIS under ‘Import option’, browse to
the file and click OK). However, be aware that using this Output Style to export from Endnote

to Zotero seems to lose all the URLs. BibTEX Export.ens works better but the few reference type
labels that aren’t common between the two softwares get lost, eg. government documents get
categorised as books.
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[ PRACTICE TEXT FOR TASK 15 ]

Transfer and Transitions in the Middle Years of Schooling (7-14): Continuities and
Discontinuities in Learning

The project was concerned with factors that affect pupils’ progress between the ages
of 7 and 14 (Rudduck, 1994). As mentioned by Rudduck & Mclntyre (2007), we start
by considering the primary side of the transfer divide, move on to the transfer to
secondary school, and then explore some areas where schools intervene when
progress stalls (Flutter & Rudduck, 2004). Taking the long view has enabled us to
build a fuller picture of pupils’ progress and also to redress the imbalance in earlier
research which focused on transfer between schools rather than transitions between
years within the same school (Galton, Gray & Rudduck, 2003, p.23).

Practice in more than 50 schools is described and analysed (see Flutter & Rudduck,
2004, for details). The project builds on an earlier review (Rudduck, 1994) which
highlighted the need to understand more about ‘dips’ in attitude, engagement and
progress at key transition points and the post-transfer period (Galton et al, 2003;
Rudduck & Flutter, 2004).
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