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I. Instructions: Preparing to Work with Zotero7 for Academic Research Databases

Zotero is a reference management program that allows you to collect, organize, 
and manage sources from academic research databases, library catalogs, and 
scholarly search platforms such as Google Scholar.

Zotero users can save bibliographic information, PDFs, and entire web pages with 
a single click. The collected materials are stored in your personal Zotero library 
and can be accessed from any computer with an internet connection.
To install and use Zotero effectively, you should have the browser, for ex. :  Mozilla 
Firefox or Microsoft Edge installed on your computer. For academic research, they
are often recommended because they work very reliably with library databases, 
publisher websites, and PDF capture.
❖ If you do not have Mozilla Firefox, download and install it here:
https://www.mozilla.org/lt/firefox/

https://www.mozilla.org/lt/firefox/
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I. Instructions for Preparing to Work with Zotero 7:
1. Registration 

❖ To use all the features of the Zotero7 program, you need to create a
personal account, i.e., register on the Zotero website
https://www.zotero.org/user/register/
❖ Go to www.zotero.org.
❖ Select Sign up at the top
❖ At the top, click Register for a free account.
❖ Enter your details and click Register.
❖ After registering, a confirmation email will be sent to your email address.
❖ Your Zotero account is accessible by logging in with the details you created
during registration at www.zotero.org. Log in to the system by selecting Log In.

https://www.zotero.org/user/register/
http://www.zotero.org
http://www.zotero.org
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I. Instructions for Preparing to Work with Zotero 7:
2. Installing Zotero7 and Zotero Connector on your personal computer I

Installing Zotero 7 To use Zotero effectively, install both Zotero 7 (desktop application) 
and the Zotero Connector (browser extension).
Important: Close all Microsoft Office applications (especially Microsoft Word) before
installing Zotero. This ensures that the Zotero Word Plugin is installed correctly.
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I. Instructions for Preparing to Work with Zotero 7:
2. Installing Zotero7 on your personal computer II

Step 1. Download Zotero 7
Go to https://www.zotero.org/download/ and download the version for
your operating system:
•Windows – Zotero 7 for Windows
•macOS (Apple) – Zotero 7 for macOS
•Linux – Zotero 7 for Linux
Run the installer and follow the installation wizard.
Step 2. Install Zotero Connector
Install the browser extension for the browser you use:
•Mozilla Firefox – Zotero Connector
•Microsoft Edge – Zotero Connector
•Google Chrome – Zotero Connector
•Safari (macOS) – Zotero Connector
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7: Interface I
.

Left Pane – Library & Collections
My Library: all references in your Zotero database.
Collections: folders used to organize references.
Special folders: 

Recently Read
My Publications
Duplicate Items
Unfiled Items
Trash

Tags appear at the bottom for filtering items.
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7: Interface II
.Center Pane – Item List: Displays references in the selected collection. Columns such as

Title and Creator (Author) help sort and browse items. Click an item to view its details.
❖ Right Pane – Item Details. Shows metadata for the selected item: 
❖ Title
❖ Authors/Editors
❖ Publisher
❖ DOI, ISBN, URL
❖ Date, Pages, etc.

❖ Tabs/icons provide access to: 
❖ Info
❖ Notes
❖ Attachments (PDFs)
❖ Tags
❖ Related items
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7. Interface III: Top Toolbar

In Zotero 7, the top toolbar icons mean:

Icon Function

New Item – Manually create a reference 
(book, journal article, thesis, webpage, etc.).

(magic wand)

Add Item by Identifier – Enter a DOI, ISBN, 
PMID, arXiv ID, or other identifier, and 
Zotero retrieves the citation details 
automatically.

Add Items from Bibliography – Paste one or 
more citations/references, and Zotero 
attempts to identify and import them.

 (page with folded corner)
New Note – Create a standalone note or a 
child note attached to a selected item.
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7. Interface IV: Top Toolbar

Add Item by Identifier
Example inputs:
•DOI: 10.1038/nature12373
•ISBN: 9780262033848
•PMID: 12345678
Press Enter, and Zotero tries to download the metadata automatically.

New Note
Useful for:
•Literature summaries
•Reading notes
•Research ideas
•Quotations from sources
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7: Duplicate Items

To remove the duplicate:
Click the duplicate group (the two identical entries).
In the right panel, choose which version should be the master item (the highlighted date at the top).
Review the fields if needed.

Click Merge 2 Items at 
the top-right.
Zotero will:
❖ Keep one reference.
❖ Combine notes, tags, 
❖ attachments, 
❖ and collection memberships
from both items.
❖ Remove the extra duplicate
record.
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I. Instructions for Preparing to Work with Zotero 7:
3. Launch Zotero7: Duplicate Items

For duplicate PDFs

If both records have attached
PDF files:
Expand each item by clicking
the small triangle▸ to the left
of the title.

Check the attachments.
After merging, Zotero usually
keeps all attachments.
If two identical PDFs remain
attached, right-click the
unwanted PDF attachment and 
choose Move Item to Trash.
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I. Instructions for Preparing to Work with Zotero 7:
4. Launch MS Word I

Step 3. Verify Microsoft Word Integration
After installing Zotero:
1.Open Microsoft Word.
2.Look for the Zotero tab in the ribbon.
3.If the tab is visible, the Word Plugin has been installed successfully.

The Zotero tab allows you to:
❖ Insert citations
❖ Create bibliographies automatically
❖ Select citation styles (APA, Harvard, Chicago, IEEE, etc.)
❖ Refresh and edit citations
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I. Instructions for Preparing to Work with Zotero 7:
4. Launch MS Word II

In MS Word: 

The circled Zotero tab in Microsoft Word is the Zotero Word Plugin.
It allows you to use references stored in Zotero directly within a Word document.

Common functions in the Zotero tab:
❖ Add/Edit Citation – Insert an in-text citation.
❖ Add/Edit Bibliography – Automatically generate a reference list.
❖ Document Preferences – Choose a citation style (APA, Harvard, Chicago, IEEE, etc.).
❖ Refresh – Update citations and bibliography after changes.
❖ Unlink Citations – Convert Zotero citations to plain text (usually done before final submission).
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In Zotero Document Preferences
set the citation style according to your
final work preparation and MRU defence
methodological requirements

For ex. :
"Chicago Style 17TH: Author-Date" or APA7

I. Instructions for Preparing to Work with Zotero 7:
4.1 In MS Word: 
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I. Instructions for Preparing to Work with Zotero 7:
4.2 In MS Word : 

Typical workflow

1.Write your paper in Word.
2.Place the cursor where a citation is needed.
3.Click Zotero → Add/Edit Citation. Begin by selecting Add Citation from the upper-
left corner of the Word toolbar and clicking the Zotero Library button in the lower-
left corner to display your full collection of references. 
4.Search for and select the reference from your Zotero library.
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I. Instructions for Preparing to Work with Zotero 7:
4.3 In MS Word: 

Once your library is visible, identify and double-click the desired article,
which will appear in the upper-left pane of the Word Zotero interface. 
By clicking the drop-down arrow associated with the selected item,
additional options become available, allowing you to specify page numbers. 
Finally, confirm your selection by clicking the side arrow in the upper-right
corner, at which point Zotero will insert the formatted reference directly
into your document.
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I. Instructions for Preparing to Work with Zotero 7:
5. Test the Browser Connector

Step 4. Test the Browser Connector
Open a journal article, book record, or webpage.
A Zotero icon should appear in the browser toolbar. Click it to save:
❖ Journal articles
❖ Books
❖ Webpages
❖ PDFs
directly to your Zotero library. 

❖Benefits of Zotero Connector
❖One-click saving of references.
❖Automatic capture of bibliographic metadata.
❖Download and attachment of available PDFs.
❖Import of multiple references from search results.
❖Direct synchronization with the Zotero desktop application.
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program I

Best practice: Always start Zotero 7 before searching and browsing online resources. This 
ensures smooth communication between the browser connector and the Zotero library 
and allows references and PDFs to be saved immediately.

Using the Zotero Connector

1.Launch Zotero 7 and keep it running in the background.
2.Open your web browser (Firefox, Edge, Chrome, or Safari).
3.Search for articles, books, or other resources in library databases, publisher websites, 
or search engines.
4.Click the Zotero Connector icon in the browser toolbar.
5.Zotero will save the selected item and any available PDF to the active Zotero library and 
collection.
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program II

❖Book icon  – saves a book record.
❖Article icon  – saves a journal or magazine article.
❖Webpage icon  – saves a webpage.
❖PDF icon  – saves a PDF document.
❖Folder icon  – appears on search results pages (such as MRU library 

catalogs, Google Scholar, Scopus, Web of Science, or Primo). It allows you to 

select and save multiple records at once. 

To import bibliographic records from web pages, databases, or library catalogs, select 
the icon catalogues, select the (Save to Zotero...) icon at the end of the web address 
field. There are different icons depending on the type of record. The icon changes 
depending on the type of content detected on the webpage:
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program III

Saving Multiple 
References with 
the Zotero 
Connector
The screenshot 
shows a search 
results page in 
the library 
discovery 
system and the 
Zotero 
Connector's 
Item Selector 
window.
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program IV
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program V

Saving Multiple References with the Zotero Connector

1.Zotero 7 is running in the background.
2.A search for "Alisa Gladyševa" has been performed in the library database.
3.The Zotero Connector detects 7 references on the page.
4.When the folder icon is clicked, the Zotero Item Selector opens.
5.A list of available publications appears with checkboxes.
6.The user can: 

1. Select individual references.
2. Click Select All to save all results.
3. Click Deselect All to remove all selections.

7.Clicking OK imports the selected references into the Zotero collection shown at 
the top right ("Saving to: Untitled").
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I. Instructions for Preparing to Work with Zotero 7:
6. Uploading bibliographic records to the Zotero program VI

Important: When saving references with attached Full Text PDFs, keep the webpage and browser 
open until Zotero finishes downloading the files. If you close the page, browser, or Zotero too 
quickly, some PDFs may not be downloaded successfully.
After the download is complete, you can safely close the webpage and continue working in Zotero.
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I. Instructions for Preparing to Work with Zotero 7:
7. Data synchronization I

The Zotero information management program allows you to synchronize the
information you have collected and use it not only from your main computer,
but also from other computers.

To make the same information available from all computers, select the icon in
the Zotero program and enter your www.zotero.org account login details in
the new window that opens. 

When connecting to Zotero from other computers, the data will be
synchronized automatically.

Click to access your bibliography library.
Click (Home) in the upper left corner.

http://www.zotero.org
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I. Instructions for Preparing to Work with Zotero 7:
7. Data synchronization II
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Alisa Gladyševa
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