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How to use this self-paced workbook

Work through the steps in the order they are presented. Work at your own pace. Tutors will be
available to offer support as needed during Faculty workshops. You are not expected to complete
all the steps in the workshop. The aim of the workshop is to get you up and running with Zotero.
You can then continue to work through the steps in your own time.

Further Support

The Faculty of Education Library team are able to offer 1-to-1 help and advice for the use of Zotero
on both Windows and Mac operating systems. Just pop into the library, call (01223 767700) or
email library@educ.cam.ac.uk to arrange a time.

Note

This is a basic introduction to 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workbook could go out of date.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

Acknowledgments

Full acknowledgements go to the Zotero developers and their excellent online guides. Many thanks
to Hazel Alexander (Library Team). Also, Lauren Kendrick, Rosemary Deaney and Zsolt Lavicza for
constructive feedback/input on previous versions of this workbook. Thanks also to Rosemary Rudd
of the University Computing Service for sharing the UCS self-paced guide which proved helpful.
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Why use Zotero?

. Collect ~_J Organize Z Cite (3) Sync oz Collaborate

Grab your research with a single click.

A personal research assistant. e
zon.com/ffl 17 ¥ M C
Zotero is the only research tool that automatically senses content, allowing you to add it to your personal h;ave e
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 dataxls — content of your library, enabling you to find exactly what you're looking for with just a few keystrokes.

- I Chalinranaca's hicsh

Zotero is a free tool which you can use:

e torecord references manually and from online searches;

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

e to create bibliographies quickly and easily;
e to tag and search references, store abstracts and notes on your readings;

e to compile reference lists for your course essays and thesis automatically - Zotero is
designed to work in conjunction with Word and with OpenOffice.

Zotero will save you hours of typing out references!

BM/SH/2017-18 Page 6



Zotero Self-Paced Workbook 2017-18 v6

Section 1: Installing the software/Basic Features

Steps1-8

Completed

1. Download and install Zotero

2. Download and install Zotero Browser Connector
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/2017-18
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[ STEP 1: Download & install Zotero ]

1. NB: If you are using a Faculty computer please follow these instructions (thanks to the
Library team!) & any other instructions given in the workshop. Please ensure you have any
other programmes e.g. Word CLOSED

How to access Zotero on the MCS PCs in the Education Faculty

Launch the Firefox browser and leave it open

Zotero standalone is already downloaded onto the PCs in the Faculty and to access it you need to
click on the Windows start button, either on your Keyboard or in the bottom left of your screen

This will bring up an alphabetical list of programmes installed on the PC

Scroll down to Z and open the Zotero folder then double click the Zotero icon to open the
programme .

» A pop-up window may ask if you want to install the Word plug in for LibreOffice — ignore
this.

2. If you are working on your personal computer, open either Firefox, Chrome or Safari
browser and go to the Zotero homepage:

http://www.Zotero.org/

NB Zotero does NOT work with Microsoft Edge or Internet Explorer!

3. Click the 'Download Now' button:
Log In - Register
zotero
' Home
Download Now

Zotero [zoh-TAIR-oh] is a free, easy-to-use tool to help you collect,
Available for Mac, Windows, and Linux

Groups People Documentation Forums Get Involved

organize, cite, and share your research sources.
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4. Find and click the download link for Zotero depending on your computer platform:

e

Zotero 5.0 for Windows

Your personal research assistant

Other platforms
macOS - Linux 32-bit - Linux 64-bit

Looking for Zotero 4.0?
5. Click ‘yes’ or ‘allow’ for any boxes that pop up during the installation.

6. When Zotero is installed, you'll see it in your computer start menu/on your computer
desktop. You can ‘pin’ it to your start menu and ‘taskbar’ (bottom of the screen) to access it

quickly in future.
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[ STEP 2: Install the Zotero Connector for your Browser ]

» On the Faculty computer or your own laptop: from either the Firefox, Chrome or Safari

browser, go to the Zotero download page:

http://www.Zotero.org/

NB Make sure you are NOT using the Edge/Internet Explorer Browser!

» Install the connector for whichever browser you are using. NB there is no connector for
Internet Explorer. Click ‘yes’ or ‘allow’ for any boxes that pop up during the installation.

o The connector will appear as a tiny icon in your browser toolbar at the top of the

screen

o The connector will allow your browser to save citations to your Zotero library
-
N )

Zotero Connector

Save to Zotero from your browser

Install Firefox Connector

Zotero Connectors automatically sense

e the web and allow

content as you
otero with a single

you to save itto

click.

)

Chrome connector

Install

o d

Safari connector

~ Zotero Connector for Chrome is now
55" installed.

This icon will be visible when the extension can act on
the current page.

Install

of

Opera connector You can manage your installed extensions by clicking

Install Extensions in the Tools menu.

A bookmarklet that works in any browser,
including those on smartphones and tablets,

is also available,
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STEP 3: Check the Word plug-in ]

1. For Zotero 5.0, the word processor plugins are bundled with Zotero and should have been

installed automatically when you first started Zotero.

2. Open Zotero then Open Word. If you see this row of icons (or similar) in your toolbar the

plug-in is installed correctly:

Mailings Review View Zotero

Home Insert Design Layout References

|H§ ' % Document Preferences
=-Z (£ Refresh

Add/Edit Add/Edit
Citation Bibliography

Zotero

€23 Unlink Citations

Older versions may look as follows:

@id9- 0
Home Insert Page Layout References Mailings Review View Zotero Add-Ins

=Dy EﬂDocument Preferences |Z] Refresh

1B E
£ Insert Bibliography  §9 Remove Field Codes
Add/Edit T
Citation &< Edit Bibliography

Zotero

o These icons allow you to manage Zotero references in your Microsoft Word documents.

o If you do not see the Zotero toolbar:

= ensure you have clicked ‘enable content’ if this appears in the banner at the top
of your Word document
= try checking the “Templates and Add-ins” window in Word:
e click on the ‘insert’ tab in the Word toolbar

e click on the down arrow next to ‘My Add-ins’ then select ‘Manage Other

Add-ins’ to check that Zotero is listed.

3. If you still can’t see the plug-in check the Zotero word processor plugin troubleshooting

page: https://www.zotero.org/support/word processor plugin troubleshooting

Make sure you do not have Word open if you are installing the plugin manually.
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[ STEP 4: Take a quick tour of Zotero

The Zotero Columns & Icons

» Familiarise yourself with Zotero’s 3 main columns. NB your library will be blank since at the
moment you do not have any references in it. This is a screen shot from a library which
contains references.

Collections of List of your Detailed record
references in references foreach
your library reference
Zotero - a X
4
File Edit Tools Help
¢ B- ©- A - & i § 3 e
|v@ My Library ~| | Title Creator Date Add... B Info Notes Tags Related
| ~ Education & Technolo @ Education and Technolo: Selwyn 05/08/2016... © -
| 9y 2} Wy
| ~
Learning Can the interactive whiteboard help t... Mercer et al. 05/08/2014... © Item Type Book
Mclntyre Refs @ The civic web: young people, the Inte... Banaji and Buck... 27/05/2014... Title Education and Technology
1 Morgan PhD Thesis Library | ™ Multimodal-Learning-Through-Medi... 07/05/2014... © |* v Author Selwyn, Neil SR
| [ October workshop @ Learning futures: education, technolo... Facer 01/12/2013... (--) Abstract Digital technology lies at the heart of contempor...
Partnership Review The 'digital natives’ debate: A critical ... Bennett et al. 24/10/2011... © Series

g Series Number
Pupil Engagement
. . Volume
Pupil Perspectives

# of Volumes

Edition
Place London

-1 Pupil Voice
Research Engaged Schools

R h Method
esearch Methods o Publisher Bloomsbury v

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

#- Q- ld Ao B~ & | X

) ~

New Item !
Raising boys' achievement

@ @ Improving learning through

BM/SH/2017-18 Page 12



Zotero Self-Paced Workbook 2017-18 v6

> Clicking on some icons will reveal drop-down menus

'.@.1

Boo

Book Section
Document

Journal Article
Magazine Article
Newspaper Article

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

More 3

> You don’t need to know all of the features and functions indicated by these icons to start
using Zotero.
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[ STEP 5: Set Zotero’s Preferences ]

Before you start gathering references, set Zotero’s Preferences. 5 minutes spent on this will save you
time later. . .

1. Click on ‘Edit’ in the menu (or Zotero for Mac) and select Preferences from the drop-down

menu:
z Zotero
File Edit Teols Help
) Unde Ctrl+Z @- A - &- | by
e Redo Ctrl+Shift+Z Title
oot ce [J How to improve your school: giving pupils a voice
%Z;y P E:::;i&m [@ Innovation and change: developing involvement ar
Copy Bibliography Ctrl+Shift+C [@ Developing a gender policy in secondary schools: i
Paste Ctrl+V [J Consulting pupils: what's in it for schools?
Delete Del @ Improving learning through consulting pupils
Select Al Ctrl+A [J Consulting pupils : what's in it for schools
Eind Ctrl+F [@ How to improve your school : giving pupils a voice
v EfAdvancedearch Essential features of effective networks in educatio
‘ Preferences Pedagogic voice: student voice in teaching and eng
I HE student voice Insiders doing PAR with youth in their schools: neg
I Students as Researchers Including students as co-enquirers: Matters of ider
I Research Engaged Schools Translating learners, researchers, and qualitative ag
I Research Methods ‘ Towards social justice in education: contradictions .
—I Schools ™ ThinkGlobal_Global_Learning_Guidelines_a_whole_

This will open up the Preferences Box and Menu:

B Zotero Preferences = a X
b (=] = E SV
RS =) ‘Oi / U4
General Sync Search Export Cite Advanced

User Interface

Layout: (@ Standard (O Stacked
Fontsize: (O Small O Medium @ Large (@) X«Large
Note font size: Changes take effect after restart

Miscellaneous
Automatically check for updated translators and styles | Update now
Report broken site translators
[4 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 |30 days ago
Groups
When copying items between libraries, include:

child notes

child snapshots and imported files

child links

tags

BM/SH/2017-18 Page 14
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2. There are tabs for setting various preferences:

e General
e Sync

e Search
e Export
e (Cite

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:

1_' 7‘ @) ',
"WJ"":
General

e 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
[Sf

Sync

e 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.

e Later you can click on ‘about syncing’ and ‘about file syncing’ to read more on the Zotero
website (a new window in your browser will open up).
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Search | Zotero Preferences
—_— i =] =] SV
g & = ®
General Sync Search Export Cite Proxies Advanced

Full-Text Cache

Rebuild Indes... ] [ Clear Index...

. . Maximur characters to index per file: 500000 (Drefault: 500000}
{ 7

Click ‘Check for installer

PDF Indexing

pdftotext-Win32.exe is NOT installed

pdfinfo-Win32.exe is MOT installed

Once installed, this section

PDF indexing requires the pdftotext and pdfinfo utilities from the Xpdf project. Zotero can automatically
\iownload and install these applications from zotero.org for certain platforms.

will say ‘is installed’

D Check for installer

/‘.\dvan(ed users may wish to view the documentation for manual installation instructions.

This will enable you to

Index Statistics

search for the content of e tatitics
saved PDFs. Partial:

1]
Unindexed: 0
1]

< -

Words:

[ oK J [ Cancel ] [ Help

m @ Zotero Preferences - =NACE X |
2ot G o W0 W @ X

General Sync Search Export Cite Proxies  Advanced Defau It Output format:

Quick Copy

Quick Copy allows you to copy selected items to the clipboard by pressing Ctrl+Shift+C or dragging items .

into a text box on a web page. Select.

For bibliography styles, you can copy citations or footnotes by pressing Ctrl+ Shift+ A or holding down H H

Shift before dragging items. Amerlca n PsyChOIOglca I

. . th ey

DefauttOutput Format Association 6 Edition

[American Psychelogical Association Gth edition (’l (APA 6th Ed )

Language: [7] Copy as HTML °

Site-Specific Settings: This is the Facu Ity

Domain/Path Output Format Language HTML

recommended
referencing style.

Disable Quick Copy when dragging more than 50 items

Character Encoding
[] Display character encoding opticn on export

Import Character Encoding: | {auto detect) ']

OK Cancel Help

Click OK to save (Macs: no OK — save is automatic)
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&

Cite

e Leave this for now — you will return to this later when using Zotero with Word.

Advanced

e Leave all settings alone.
e On the 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 Step 16 when you learn how to back up your
Zotero library.

o Close the window that opened up and close the Zotero Preferences window.
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[ STEP 6: Left-hand column: create a collection

The left-hand column L 2 Zotero

File Edit Tools Help

» All references are contained within ‘My Library’

> You can also create folders — called ‘collections’ — for
your references

> Create a new collection now

o Go to File and select New Collection

= My lerary
-} Education & Technology

Learning

Mclintyre Refs

1 Morgan PhD Thesis Library

Partnership Review
Pupil Engagement
Pupil Perspectives

o Or Right-click on My Library and select New Collection from the pop-up menu

o Name your collection e.g. Trying out Zotero

= |t will appear in the left-hand column. It's empty for now but in a later step you

will store some references here.

o Unfiled Items contains items you have not yet allocated to a collection.

o Duplicate Items = items you’ve got 2 or more duplicate records for. Very useful to keep

your library under control!

o Trash = any items you delete go here before you finally decide to ‘empty Trash’ (right-

click)

More information on collections:
o New items are added to the collection you have selected.

o You can add items to multiple collections.

z Zotero
File Edit Tools Help

¢ B-

V(& My Library

Learning
Mclintyre Refs
Morgan PhD Thesis Library

o You can create sub-collections within a folder. You can do this by | .. parnership Review

o Right-clicking an existing collection

AEl search results

— | BEI search results

ERIC search results

o Dragging and dropping a collection onto another collection e atea—

M Education & Technology

o Re-name a collection: right click on the collection and select re-name.

o You can delete a collection. NB this does not delete the items from Zotero: they will still be

held in your Library and other collections.

BM/SH/2017-18
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STEP 7: Middle Column: Find & store references ]

Follow the steps below for a quick demonstration of how Zotero can gather references for you from
the University of Cambridge Library catalogues.

> Go to iDiscover: http://idiscover.lib.cam.ac.uk/

ERSITY OF
BRIDGE

iDisc=ver

@ Cambridge Libraries Collections (O Articles and Online Resources (O Search Everything
Advanced Search

All Libraries w /o Browse

What am | searching? Where can | get help?
* Cambridge Libraries Collections: books (printed and ® Use the filters present on the right-hand side of the
electronic), other physical library content and Apollo, screen after your search, if you need to refine the
the Cambridge institutional repository. results.

» Choose Education Faculty Library from the drop down menu ‘All Libraries’:

Divinity Faculty Library

@ Cambridge Libraries Collections O Articles and Online Resources O Sei

Earth Sciences Library

Education Faculty Library —

Emmanuel College

. Engineering Library
What am | searching? Where can | get h¢ v

» In Search our collections type: Jean Rudduck (the Faculty’s late Professor Rudduck was a
world-leading scholar — most notably in the field of pupil voice). This search will produce a
list of Jean’s publications held in our Faculty Library:

iDisc=ver

® Cambridge Libraries Collections (O Articles and Online Resources (O Search Everything
Advanced Search

Jean Rudduck X Education Faculty Library w Browse

Signiin to get complete results %] Login to iDiscover X DIsMIss
PAGE 1 56Results .
Refine my results
MULTIPLE VERSIONS
},  Improving learning through consulting pupils / Jean Rudduck and Donald Sortby Relevance v
~//  Mcintyre.
Rudduck, Jean. McIntyre, Donald, 1937-2007. Availability ~
2 versions of this record exist. See all versions Available in the Library (s6)
. Full Text Online (2)
[}, Consulting pupils : what's in it for schools? / Julia Flutter, Jean Rudduck. Resource Type ~
| Flutter, Julia. Rudduck, Jean.
S e e Books (56)
Date ~

800K b 4
Developing a gender policy in secondary schools : individuals and 1976 2 2009
institutions / Jean Rudduck.

==

Y Rudduck, Jean. :
Buckingham ; Philadelphia : Open University Press, 1994. Library ~

Available at UL: Order in Reading Room (9002.¢.6536)and other locations Churchill College (1)

BM/SH/2017-18 Page 19
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» Click on the first title Improving learning through consulting pupils
o This will reveal 2 results — click on the first (for the book)
» From the full record, copy the ISBN which is located in the ‘Details’ section:

Details

Title
Author
Other entry
Publisher

Identifier

Creation date
Format
Subjects

Series link
Series title

Series statement

Language

Copy notes

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

Mcintyre, Donald, 1937-2007.

London : Routledge, 2007.

ISBN 9780415416153 (hbk.) :
ISBN 0415416159 (hbk.) :
ISBN 9780415416160 (pbk.) :
ISBN 0415416167 (pbk.) :

2007

vi, 222 p.;22 cm.

Effective teaching

Student participation in curriculum planning
Learning contracts
"Improving leaming TLRP."
Improving learning TLRP.
Improving learning
Improving learning TLRP
English

Formerly CIP. Uk

» In Zotero, select the Wand Option and paste or type in the ISBN:

| & Zotero

File Edit Tools Help

(o &~ Q- |4 b- & '| 4 ~ Title, Creator, Year & -
& My Library “| [Title Frastar Date Added  ~ & =

! Education & Technology

I Learning

I McIntyre Refs

I Morgan PhD Thesis Library
v Partnership Review

. AEl search results

Enter one or more ISBNs, DOIs, or PMIDs to look up in the box below.
ISBN 9780415416153

» Press return/enter on your keyboard. This will bring the details of the book into your Zotero

Library:
| @ Zotero - o X
File Edit Tools Help
s @ 0- 4 @ #-|a [ Title, Creator, Year | » 3
@ My Library Creator DateAdded  ~ # B[ nfo Notes Tags Related

Education & Technology
Learning
“J Mclntyre Refs
Morgan PhD Thesis Library
V[ Partnership Review
CJ AEl search results

BEI search results

& Improving leaming through consulting pupils

Rudduck and Mcintyre 06/10/2017, 14:4...
Item Type Book
Title Improving learning through consulting pupils
v Author Rudduck Jean @
v Author Mcintyre, Donald @ @
Abstract
Series Improving learning TLRP

BM/SH/2017-18
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» Now repeat and search for the following 4 publications by Professor Rudduck. Tip: you can
add a word from the title to ‘Jean Rudduck’ in the search box e.g.

iDisc=ver

® Cambridge Libraries Collections O Articles and Online Resources O Search Everything
Advanced Search

Jean Rudduck transferI X Education Faculty Library v Browse

Sign in to get complete results "EJ Login to iDiscover X DISMISS
2 Results 2
Refine my results

(] Book X

‘ The impact of school transitions and transfers on pupil progress and Sortby Relevance w
attainment / Maurice Galton, John Gray and Jean Rudduck.
Galton, Maurice J. Gray, John, 1948, Mar. 25.; Rudduck, Jean.; Great Britain. Dept. for Education and Employment.; Availability ~
Department for Education and Employment.; DFEE. Acailable inthe Eibray ()
London : HMSO, 1999. ‘

/i Available at Education Faculty Library (372/3 GAL)and other locations Resource Type ~
Books (2)
p— 1] ) ¥ 4
— o S = < Date ~
Transfer and transitions in the middle years of schooling (7-14) :
continuities and discontinuities in learning / Maurice Galton, John Gray and
Jean Rudduck ; with Mary Berry ... [et al.]. 1999 1 2003
Galton, Maurice J. Gray, John, 1948, Mar. 25.; Rudduck, Jean.; Great Britain. Dept. for Education and Skills.
Nottingham : DfES Publications, 2003. Library A
Available at Education Faculty Library (372/3 GAL) Education Faculty Library (

The challenge of Year 8: sustaining pupils’ engagement
Consulting Pupils: what’s in it for schools?

Transfer and transitions in the middle years of schooling
Developing a gender policy in secondary schools

o O O O

» The items will now appear in your Zotero library!

2 Zotero - o %
Eile Edit Tools Help
s @ Q- A W &-| 4 |~ Title, Creator, Year ® - e

V@ My Library ~ | |Title Creator Date Added "~ 7B Info Notes Tags Related
“J Education & Technology [ Developing a gender policy in secondary schools: individual... Rudduck 06/10/2017, 150...
Learning Transfer and transitions in the middle years of schooling (7-... Galton et al. 06/10/2017, 15:0... Item Type Book
Mclntyre Refs @ consulting pupils: what's in it for schools? Flutter and Rudduck ~ 06/10/2017, 14:5... Title _De\{E_IOPing a ggnd§r p_oiicy in secondary schools:
Morgan PhD Thesis Library [@ The challenge of year 8: sustaining pupils' engagement with... Rudduck and Flutter ~ 06/10/2017, 14:5... individuals and institutions
V[ Partnership Review [@ Improving learning through consulting pupils Rudduck and Mcintyre 06/10/2017, 14:4... ¥ Author Rudduck. Jean ©®

Abstract

I AEl search results . r;.ac
Series

» NB Faculty computers: if for some reason the ISBN identifier does not work and will not load
some of these references into your library, do not worry (this seems to be an iDiscover bug):
o Try searching for books in your topic area — see if the ISBN identifier works
o Move on to the next step in this workbook

BM/SH/2017-18 Page 21



Zotero Self-Paced Workbook 2017-18 v6

[ STEP 8: Right Column: Check/Edit Individual Reference Information ]

» In the Zotero library middle column, click on one reference you have downloaded.
» In the Zotero right-hand column you will see all of the information required to produce a
citation and additional information.
» Check through this information to ensure all details are correct and there is no information
omitted or additional punctuation e.g.
You can check the
Consulting pupils : what's in it for schools? / Julia
Flutter, Jean Rudduck. information
Printed book
(View availability) against the
Author(s): Flutter, Julia. Consulting L
: ibrarySearch
Other entries: Rudduck, Jean. y
Published: London : RoutledgeFalmer, 2004. record to ensure
ISBN: 0415263042
0415263050 (pbk) that the correct
Series: What's in it for schools? . .
Physical xii, 162 p. ; 21 cm. |nf0rmat|0n haS
description:
Subject(s): Communication in education -- Great Britain Case studies. been Saved to
Pupil attitudes.
Student participation in administration -- Great Britain Case studies. SHARE AND PRINT ZOtero'
Student participation in administration.
.. . . . . » Sgue or tag...
Student participation in curriculum planning. + Export to RefWorks/Endnote
Teacher pupil relationship. » Export as BibTexX
Teacher student relationship. « Print record
Teacher-student relationships -- Great Britain Case studies. » Tweet record
u Sheve recnrd am Farehank
m 2
) B- O- A - F-| A * Al Fields & Tags % - e |3 x
My Library Title +  Creator Date.. B| | Info | Motes | Tags | Related
Trying out Zotero b [E Censulting pupils: what's in it for schools?  Flutter and Rudduck ... 71015 .., Ttem Tvoe: Book L
Duplicate Items [@ Developing a gender policy in secondary sc... Rudduck w 710151, tem ype oe ] ] L I
Unfiled ltems ML @ Improving leaming through consulting pup... Rudduck and Mcl... ... 710151, |* Title: iohr;s:lll:lpng pupils: what's in it for £
Trash D@ The challenge of year 8: sustaining pupils' e... Rudduck and Flutter ... 7.10151... |} I .
: . . . : * Author: Flutter, Julia - b
g D@ Transfer and transitions in the middle years ... Galton et al. W 710151 |8
~ Author: Rudduck, Jean = (+
’ Abstract:
‘ ’ Series: What's in it for schools?
Series Number:
Volume:
# of Volumes: i

/ R

Click on a label with an
arrow to change the
relationship.

| = Author:| Flutter, Julia

Author ck, Jean

Contributor
Editor
Series Editor

in it for sck

Translator

£ Move Down

Click on text to edit.

> You can also edit names or delete information which is not essential.

BM/SH/2017-18

Page 22




Zotero Self-Paced Workbook 2017-18 v6

» 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 B, I —T
Title: | Consulting pupis : what's in it for schools? / Julia Flutter, Jean
Rudduck.

b d Author:'FIutter, Julia =
v Author: Rudduck, Jean - (&

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 Notes then Add and type in some text. It will be attached to your
reference — see the yellow ‘post-it” icon.

o Tags Tab: You can tag references with key words. Good for searching quickly through a
large library.
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Info | Motes | Tags | Related

& tags: Add

Communication in education -- Great
Britain -- Case studies.

m

Pupil attitudes. -
Student participation in administration, =

Student participation in administration --
Great Britain -- Case studies,

Student participation in curriculum

o Related Tab: You can use this to link related items from your library e.g. a book review
and a book.

= You can only link items from the same library.

= C(Click on Related and 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 use Zotero to manage citations in your essays/thesis your references will appear
correctly.
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Reports

[ Section 2: Searching, Sorting, Creating Bibliographies &

9. Search a Database
10. Sort your references
11. Create a bibliography

12. Generate a report

BM/SH/2017-18
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STEP 9: Search Databases for Articles

For the most efficient way to search the databases please use the ‘Literature Searching’ guide on

the Library Moodle and look at the ‘Search’ tab. Alternatively, you can book a 1-2-1 searching

session with a member of the Library Team.

Y

Go to Moodle www.vle.cam.ac.uk

Login and click on ‘Faculty of Education Library’

Click on ‘Articles’ in the ‘Looking for . . .” section in the left
column.

Select your preferred database to search. For this example
we will be using BEI (British Education Index); this shares
functionality with PsycINFO.

There are two ways of adding items from a database.

Q Books

Use the catalogue to search for print books

@ Ebooks

Use the Education Ebooks database to browse

available titles by subject

E Articies

Use the databases to search for journal articles by
keyword. Look at our Literature Searching Guide for
detailed support

@ Ejournals

Use this link if you know the journal you're looking for

o With the Zotero Connector for your Browser installed, you can add multiple items from

a page of search results:

€ A web.a.ebscohost.com/ehost/resultsadvanced?sid=327 eb2f6 C m' denotation P ﬁ’ E ¥+ # 9 2 - #

Search History/Alerts

Print Search History  Retrieve Searches | Retrieve Alerts | Save Searches / Alers

[[] Select/ deselectal | Searchwith AND | | Searchwith0R | | Delete Searches

Refresh Search Re:

2. Select D%

collection.

Search = Search Te Select Rems

S

B 53 G 51 AN Select which items you'd like to add to your library

the ite ms [] Teaching mathematically talented students: a cross-cultural study about their teachers' views.
= 52 [ mathels | 7] HOW MIGHT INTRODUCING SETTING AFFECT A YEAR 8/9 STUDENT'S ACHIEVEMENT IN, AND ATTITUDE TOWAR...
yo u WiSh = [”] The effects of setting on classroom teaching and student learning in mainstream mathematics, English and scienc...
ll 51 G abilityg [] Playing with maths: implications for early childhood mathematics teaching from an implementation study in Mel..,
ability OR =1 The sffercts of an undsraradusts neoarsmme of nreschanl teaching on ice teachers' attitides toards earl

to add to

your

Refine Results

1. Click on
the yellow
folder to
bring up the
list of items
on this page.

Current Search

about their teachers' views.
Boolean/Phrase:

By: Shayshon, Bruria; Gal, Hagar, Tesler, Bertha; Ko, Eun-Sung. Educational Studies in Mathematics.
S1AND 52 Mov2014, Vol. 87 Issue 3, p409-438. 30p. DO 10.1007/510649-014-9568-9.

The instruction of mathematically talented students (MT3) in heterogeneous classes is an issue of deb

1 T

3. Click OK to
add.

Adding articles this way will add them to the database record. It will also often add the abstract

to your Zotero record.

Try searching the BEI database now using key words for a topic you are interested in. Save some

articles to your Zotero library.
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o Zotero Adding a single article including the PDF

» When you have found an article in a database that you want to read or add to your
reference list, click on

:‘: gt\\Rﬁ;{Ell{;(?i Searching: British Education Index | Choose Databases

pupil voice x|

Basic Search Advanced Search Search History

4ResultList | Refine Search 10f86 »

], Detased Record Pupil voice and attitudes to music

‘ejournals@cambridge - check Authors: Kokotsaki, Dimitra’
i for full text availability. A new
{windowwillopen Source: British Journal of Music Educat

Document Type: Article

Subject Terms: *MUSIC - Instruction & study

Find Similar Resuits *METACOGNITION
using SmartText Searching. *SCHOOL environment
L *ANXIETY
METACOGNITIVE therapy
TREATMENT

... to see whether the University has access to the article.

» If you have access, you will be redirected to the article page.

British Journal of Music Education Volumne 34 Issue Pupil voice and attitudes to m iDiSClVer

British Journal of Music Education Search Britsh Journal of Music Educat Pt volcs sad s 1> ienkc ducko .

transition to secondary school.

Volume 34, Issue 1 March 201 539 Cted by 4 Aa Aa \=

Pupil voice and attitudes to music during the transition to secondary school ambeiige dourias Dighnl Archives @
) g R i
Still need help? -

Abstract

Ema Export

[oRETEE (1) (O @) @) [ et permiss

Copyright

» Click on the PDF download symbol on the page. The article will be viewable in your browser.
» Your Zotero Connector might also display a PDF icon — click on this and you can save the PDF
to your Zotero library. \

" g 7 &
t @ Bitly [ @ Scoop.it! W

» To link it to the article reference in your library, drag and drop onto the article (middle
pane).
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[ STEP 10: Sort your references ]

Now that you have some 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:

-2 £ B- ¢-| 1 ~ All Fields & Tags—
Title Creator
® Qualitative Research Kit
# & Qualitative Data Analysis: Explorations With Nvivo Gibbs

# @ Qualitative Data Analysis With NVivo Bazeley

# [J 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~ €~ § e | —
Year  Title il )
F Qualitative Research Kit » » S— :
2002 ®|d Qualitative Data Analysis: Explorations Wi... ( v Cre;tor
2007 (WM Balisiie Bala Aalysis Wb b o
2009 ® [@ Qualitative Research Design for Software ... (  publisher

2010 = — Developing inclusive education systems: t... | ‘anauaee

v Year

Call Number

_ = {= Germany: Education in the Third Reich Rights
l 2010 ® - Predicting homework distraction at the se... } v DateAdded
; Date Modified
112011 ® ~ Research on individual differences withina...1 +
2011 @~ Self-regulation, coregulation, and socially ... | i’i‘:’e';lgbbr
™ Motivation Engagement Student Voice_0.pdf Publication

® - Research and Research Methods for Youth... | ** <t

® |=/ CPD State of the Nation Report Literature .., _Restore Soumn 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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[ STEP 11: Create a Quick Bibliography ]

1. 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 (individual) 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’

- B A B | ] ~ All Fields & Tags
Title Creator Date Added~ & B

e Relationships between School Ins} @ view Onine her 24.9.13
B Beyond Standardization: State Standg ond an... 24.9.13 18:...

B school Improvement: Reality and Tius|tat i 24.9.13 18:...
1] Move Items to Trash...

A Merge Items...

¥ Export Items...

Create Bibliography from Items... *

]: 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 STEP 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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[ STEP 12: Generate a report ]

The ‘Generate Report’ command is very useful: Zotero will generate a report of all selected items in
your library, including any notes you have attached to individual references (see STEP 8). The report
can be saved as a web page and/or printed out. This can be very useful to support writing up
literature reviews or sharing references with a research team etc.

1. Open 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 Date Added~! & B

. B The Design of School Improvement Efforts

B Research for School Improvement: An Appraisal of So.

B The Relation

Creator

(@ view O
B Beyond Standardization: |t

B school Improvement: RefEELEUSERCUEEEU Tl ECiEy 24.9.13 18:...
5 Move Items to Trash...

X Merge Items...

. 249.13 18:...

9" Export Items...
§E Create Bibliography from Items...

iB Generate Report from Items... k

5. Zotero will now ‘generate’ a report for you in a new window. Each item you have selected will be
displayed, along with any notes or tags you have attached to the items. You can save this report as
a webpage or text:

2 Zotero X
Eile Edit

Consulting pupils: what's in it for schools?

Type Book
Author Julia Flutter
Author Jean Rudduck
Series What's in it for schools?
Place London ; New York
Publisher RoutledgeFalmer
ISBN 978-0-415-26304-7 978-0-415 5-4

Date 2004
Call Number LBio33 .F58 2004
Extra OCLC: ocms2943162
Library Catalog Library of Congress ISBN
Short Title Consulting pupils
# of Pages 162
Date Added 06/10/2017, 14:56:49
Modified 06/10/2017, 14:56:49

Tags:
Communication in education, Great Britain, Student participation in
relationships

Notes:
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Section 3: Zotero & Word - Citations & Reference Lists

STEPS 13 - 15

Completed
13. Use Zotero to insert a full citation into a document ]
14. 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 []
15. Create a reference list from your citations ]
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[ STEP 13: Use Zotero to insert citations into a Word document }

You will be expected to cite texts you read and compile a reference list of these citations in your
course assignments (essays and thesis). In this section you will learn how the Zotero Word plug-in
can help you with this task. You will learn how to:

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

e create a reference list following the reference style APA 6™ (as recommended by the Faculty)
from the citations at one click of a button (saving you hours of typing!)

Before starting make sure:
e you have installed the Word plug-in (Step 3) and your Zotero library is open

e you have typed some sentences or a short paragraph on your research topic — a short piece
of writing you can put some citations into.

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 STEP 5 — and checking the box:

) Zotero Preferences E]@ X]
o [=] = ' .,/" Fz g
» & Hd O&E ® [ K
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 STEP 3). Open Zotero.

» Open Word. Check the toolbar: You should see a row of Zotero icons. In Word 2007, 2010 and
later they appear in Add-Ins:

Home Insert Design Layout References Mailings Review View Zotero

& : ":& Document Preferences
) h ) [T‘ Refresh
Add/Edit Add/Edit . -
Citation Bibliography €2 Unlink Citations

Zotero

These buttons allow you to manage Zotero citations in your Word documents.

o Ifyou 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 Ifyou 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, Click the first button on the Zotero toolbar:
“Zotero Add/Edit Citation”

» The Document Preferences window will open. Choose APA 6" Edition Citation Style from the list
and click OK.

Document Preferences X

o If you would like to use a single-spaced style | ciationsyle:
see Step 20 tO Iearn hOW tO lnsta// It, American Political Science Association %

American Psychological Association 6th edition
American Psychological Association 6th edition (single-spaced bibliography)

LAmerican Sacinlogical Aseociation V]

Language: | English (UK) ]

Format Using: l
@ Fields

Microsoft Word Fields are less likely to be accidentally modified, but cannot be shared with
OpenOffice.

The document must be saved in the .doc file format. ]
O Bookmarks

Bookmarks are preserved across Microsoft Word and LibreOffice, 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 file format.

Store references in document

Storing references in your document slightly increases file size, but will allow you to share your
document with others without using a Zotero group. Zotero 3.0 or later is required to update

documents created with this option.
anea | |

AAA A A Adia e FIA A dadddan aew s Ae A AF Flaa FaneanFas
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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
the ag

=B ¢ Rudduck(1994). Open University Press: Buckingham ;. on to the
Students” Secondary School Careers: Research in a Climate of Moving Perspec_
transt waliace et al., Falmer Press. anO|S

» or ‘developing a gender policy’:

The

Developing a gender policy in secondary schools : individuals and institutions
WW-B3¢: Rudduck. Open University Press: Buckingham ;. on to the

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

» Choose a reference from your library. 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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» Move to STEPS 14.1 — 14.4 to practise inserting and editing citations in your document,
repeating the above basic steps with references of your choice that you have downloaded. You

will learn how to insert and edit 4 more types of citations:
o Author/s in sentence — date in brackets e.g. Rudduck & Mcintyre (2007)
o Two or more citations e.g. (Rudduck, 1976; Rudduck & Flutter, 2004)
o Suffix added — page number e.g. (Rudduck, 1976, p.23)
o Prefix and suffix added e.g. (see Flutter & Rudduck, 2004, for details)
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STEP 14.1: Author/s in sentence — date in brackets (Suppress
Author)

» For STEP 12 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 a citation following the same steps you took in STEP 12 so it first looks like this:
As mentioned by Rudduck & Mcintyre (Rudduck & Mcintyre 2007) . . .
» Place your cursor within the brackets of this citation to edit it.

> Click the edit button on the Zotero toolbar within Word

WHd9-0s

Home Insert Page Layout References

El\k* Eﬂz'Document Preferences |g] Refresh

Add/ Edlt
Citation

= Insert Bibliography €2 Remove Field Codes

i i

- Edit Bibliography

Zotero

» Click on the citation when it appears in the Bubble dialog. This will open a box where you can
edit your citation. For this step, check the box Suppress Author:

r A% Rudduck and Mclntyre, 2007

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

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

Page v |

Prefix: [ w
Suffix: | W

_' = Suppress Author

» Press return twice and your citation will now appear as date only e.g. (2007).
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[ STEP 14.2: 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 STEP 12 to insert a citation.
However, do not press RETURN on your keyboard until you have selected the two citations you
need.

> Click on ‘insert citation’ on the Zotero toolbar.

» 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 twice 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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[ STEP 14.3: 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 a citation (follow steps for STEP 13). Once inserted,
place the cursor within the citation. The citation will appear highlighted in grey:

(Galton, Gray, & Rucﬂiuck, 2003)

.

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

(Galton, Gray, & Rudduck, 2003)

&~  Galton et al., 2003 |

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

z' 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: [ ]

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

Bubble:

y 2 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 twice on your keyboard.

» Your citation will now appear in your document with page number added e.g.

(Galton, Gray & Rudduck, 2003, p.23)
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[ STEP 14.4: 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 & MclIntyre, 1996 for details)
» Return to your Word Document.
» Use Zotero to add another citation to your paragraph e.g.

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

» Once inserted, place the cursor within the 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 A8 sce Flutter and Rudduck., 2004 for details

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

§Page v‘ ‘ ‘

Prefix: [ see ‘
. suffix: | for details] ‘

] Suppress Author

» Press Return twice on the keyboard.
» You will now see your citation with prefix and suffix details added e.g.

(see Flutter & Rudduck, 2004 for details)
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STEP 15: Create a reference 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 Add/Edit or Insert Bibliography icon on the Zotero tool-bar in Word:

/

4|

File Hon e Insert Design Laya

Home Insert Page Layout References

=) i ' 'l:& Document Preferences _ 5
, - < Document Preferences |¢] Refresh
. , [ Refresh E_T{& & 4
Add/Edit Add/Edit &5 Unfik Cibat —> = Insert Bibliography G2 Remove Field Codes
Citation Bibliography nlink Citations Add/Edit _
Zotero Citation &< Edit Bibliography
Zotero

Watch as Zotero quickly creates a list (in alphabetical order) compiled from all the citations in
your document. Imagine this is one of your course essays or your thesis!

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
punctuation/ information or strange symbols, you will need to return to edit them within your
Zotero library (see STEP 8).

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

o AL symbolin 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.
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» 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:

W -

Home Inse Page Layout References

N

Etls 5\33 Document Preferences |£] Refresh
|B=T

— :—3 Insert Bibliography &2 Remove Field Codes
Add/Edit _
Citation 5~ Edit Bibliography

Zotero

» Your reference list in your document will now reflect your changes.

Remember when working
in Word to periodically
save your work! Also check

your punctuation after

inserting/editing citations!
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Section 4: Backing up, Syncing & Importing/Exporting

STEPS 15-17
Completed
16. Back up your Zotero Library []
17. Sync your library online []

18. Import & Export References []
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[ STEP 16: 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 STEP 5).

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

@ Zotero Preferences — O X
e O T B 4 5\
3 5] © (= { o
General Sync Search Export Cite Proxies Advanced

General Files and Folders Shortcuts

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: ’ I Choose...

Revert to Absolute Paths...

Data Directory Location
(@ Use profile directory

O Custom: Choose...

‘ Show Data Directory

Database Maintenance

Check 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 your browser. This is essential to
avoid errors/corrupting files. But keep the window displaying your Data Directory open.

» Plugin an external storage device to your computer e.g. a USB thumb drive/memory stick.
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» Create a new folder on your storage device e.g. ‘My Zotero Backup October 2017’.
» 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.

» 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 on backing up and restoring your library visit:

http://www.Zotero.org/support/Zotero data#tbacking up your Zotero library
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[ STEP 17: Sync your library online ]

e 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)
e Library items, notes, links, tags — everything except attachment files
= File Syncing (300mb free with larger storage plans available for purchase)
e Syncs attached files (PDFs, audio and video files, images etc).

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

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

e Important advice from the Zotero developers (our emphasis)

O “We strongly recommend that you regularly back up your Zotero library. Syncing is not a
good substitute for backing up: the Zotero server only stores the most recent version of
your library, and it takes just a single (possibly automatic) sync to change the server
copy.”

https://www.zotero.org/support/zotero data

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.

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

e 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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[ STEP 18: 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 File in the main menu 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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Section 5: Further Features & Functions

Steps 19 - 23

19. Create a reference manually

20. Adding Citation Style APA 6" Single Space
21. Attach a PDF file to a reference

22. View screencast tutorials

23. ZOTERO FAQ

BM/SH/2017-18
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STEP 19: 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 step 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-8 £ &~ &~

Book

Book Section h

Journal Article i
o'

Newspaper Article |

Report

Store Copy of File...

Link to File... ‘
More 14 ‘

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

BM/SH/2017-18

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.

i 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,|S8 —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 2 @
Abstract:
Series:
Series Number:
Volume:
# of Volumes:
Edition:
Place: Oxford
Publisher: Blackwell
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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STEP 20: Adding Citation Style APA 6™ Single Space

If you prefer to have your reference list at the end of your essays/thesis single rather than double-

spaced, you can install the APA 6" Single Space citation style.

» Open Zotero and go to Cite in the Preferences. Select the tab Styles:

’ does not havl 2 page range specified.

oK

» Click on Get additional styles . ..

BM/SH/2017-18

Cancel

@ Zotero Preferences - O X
2 3 . JLP
@) f : IUF K
General Sync Cite Proxies Advanced
Word Processors  Styles
Style Manager
\ Title Updated
American Anthropological Association 30/4/2014 2
American Medical Association 16/12/2015
American Political Science Association 24/11/2015
American Psychological Association 6th edition 28/9/2016
American Psychological Association 6th edition (single-spaced bibliography) 28/9/2016
; American Seciclogical Association 11/7/2016
| Cell 6/9/2014
{ Chicago Manual of Style 16th edition (author-date) 16/12/2015
Chicage Manual of Style 16th edition (full note) 17/9/2016
l Chicago Manual of Style 16th edition (note) 17/9/2016
' Elsevier Harvard (with titles) 14/3/2015 v
Get additional styles... - +
|
| Citation Clptions
| [] Includg URLs of paper articles in references
' When this ogtion is disabled, Zotero includes URLs when citing journal magazine, and newspaper articles only if the article

Help
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» This will open up a new window.

> Put ‘apa’ in the Style Search box and click on APA 6" (single-spaced bibliography)

@ Zotero Style Repository X
File Edit

Style Search Format: | author-date | | numeric |

iapa| Fields: chemistr}; [ éngineeriné | éeneric—basé | (aw| | linguisticé | [ medicine |

psycholog); | écienoé
[JShow only unique styles — - -

31 styles found:

e American Psvchological Association 5th edition  (2014-09-06 22:02:33)

e American Psvchological Association 6th edition (2017-09-05 01:06:39)

i:" DOI prefix) (2017-09-05 01:06:39)

e American Psvchological Association 6th edition (annotated bibliography with abstract) (2017-09-05 01:06:39)

¢ American Psychological Association 6th edition (curriculum vitae, sorted by descending date) (2017-09-05 01:06:39)

e American Psychological Association 6th edition (no ampersand) (2017-09-05 01:06:39)

e American Psvchological Association 6th edition (no DOIs, no issue numbers) (2017-09-05 01:06:39)

(2017-03-09 13:31:24)
e American Psvchological Association 6th edition (single-spaced bibliography) (2017-09-05 01:06:39)
* American Psyvchological Association 6th edition (Turkish) (2015-01-18 11:36:24)

» APA single-spaced will now be available in Cite — Styles — Style Manager in your Zotero
Preferences.

BM/SH/2017-18 Page 52



Zotero Self-Paced Workbook 2017-18 v6

STEP 21: Attach a pdf file to a reference ]

Zotero allows you to attach a downloaded file to a reference in your library. To complete this 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 on a reference in your library (middle pane) and then the paper clip: from the pop down
menu 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.

» Tolearn how to retrieve PDF metadata from PDFs you have downloaded from journals, see the
screencast from the Zotero website: http://www.Zotero.org/support/screencast_tutorials
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[ STEP 22: View Screencast Tutorials ]

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

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

Zotero website:

Other Features

e o e Y Ty s - —_—
- == s e e T e o & ] N e ~— - -
= — == e = === T —
e = - g v v —
olomel [ | | — o — —— . —
Ay T — = = | ==
el Shime e - { o
- - — taro i —
= = = — = 1= = SCTENS
Manually Creating Items Creating Items From
Webpages
- 008
Pﬁ_{(‘ﬂ ———— | -
X = e
Notes Timeline Retrieve PDF Metadata

> Access the screencasts here:

http://www.Zotero.org/support/screencast tutorials
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STEP 23: 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.

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.

>

VVVYVY

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’).

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 will WIPE YOUR

ZOTERO LIBRARY FROM YOUR HARD DRIVE. @

Make sure you have backed up your library (see STEP 15) onto a USB pen drive/another
computer before your laptop is serviced. You can then reinstall it.

Also generate a report (STEP 12) and

Print your bibliography (STEP 11) 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.
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4. Why won’t Zotero download references from some databases correctly? What is
the problem?

Also see information about manually correcting records. 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!

https://forums.zotero.org/

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

The Faculty Library
Team offer support
with Zotero,
Referencing and
Literature Searching.
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