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Zotero is a free software and web browser plugin allowing you to save any document
you read online and to automatically generate a bibliographic citation or final
bibliography with the norm of your choice.
Here is a short tutorial of the main functions of Zotero.

= Install

= Create a collection

= Add content to collections

= Manage collections & content

= Synchronize

= Group libraries

= Create citations and bibliography

= Word processor



Install
Go to Zotero.org / Download
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To use Zotero, you need to install TWO things

= The Zotero software AND the connector

2 ¢ 2

Zotero Connector

Save to Zotero from your browser

Zotero 5.0 for Windows

Your personal research assistant

Install Chrome Connector

Zotero Connectors automatically sense content
as you browse the ou to save
to Zotero

Zotero Connectors for other browsers

For the software, click Download and follow the For the connector, please check that your web browser is updated, then

instruction to it install on your computer. click Install and accept the install of the add-on in your web browser.

If Zotero is successfully installed, you should be able to :

Open the software  AND see the connector icon on your navigator

| @ zotwe
[FE=E=r

Save to Zotero (Web Page with Snapshot] I
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Create a collection

v [ My Library
| alire

CIle thIS button to | atelier artern krista

__| Banques Assurances
create a new collection ~ BbloNbagom?
| Bibliographie N Dagom
| E-Learning
| Environnement des affaires
_| export
= ie
| IFRS en ligne
| IFRS Mediatheque
« My Library » shows all 1 IFRS Metz
__| JFD entretien
| JFD formation
| JFD GPEC
_| JFDRH
| Krista Grounded Theory
| Krista Leadership Women
atester UTILE RECHERCHE! Ability

absenteeism Academic engagement

the content of all your

Zotero collections at once.

Academic self-efficacy accidents
Accompagnement individuel

Accompagnement individuel -- Guides prati...

Here are all your

E

collections.

The documents you add to

An Bxploratory Study of EmJ.

@~ A @b~ &~| QA [~4 & -
~ Title Creator ]
Tweet dreams are made of ... Barmn A
« Lidl, Aldi and Amazon put ...
6 Recommendations for Suc... Joyce and Barry
6 sigma: Le guide! Brulebois et al.
50 exercices pour aborder la .. Gérodez
60 cas d'application sur les... Pierandrei
1001 New Collection *
Y
; 1302 0 Enter a name for this collection:
Age
Agd | MNew collection
) AM
A 0K Cancel
EI A NOVICE TESESTCITEr S TITST =
A Practical Guide to IFR5 for... Tosen
Arevolutionary change: Ma... Shoemakeret.. ©
Accounting for Derivatives | ... Ramirez
he Action Research for Sustainl., Egmose
- Advances in Accounting Edl.. Rupert and Fel... @
=) Advancing women's careerf... Ronald and D...
Aide a la conception de cha.... Vargas Florez
EI Alexandrie 7 - Liste Ouvrage
Améliorer I'information fingl.. Tort and Escafre @
Améliorer I'information fina., Tort and Escaf...
-

Milliken etal. = ¥

367 items in this view

When you click the button to create a collection, choose a

Zotero will be in your

collections if you choose to

when adding them.

name and click « ok »




Add content
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First, make sure you have selected the collection in which you want to add content in Zotero.

| Mewsletter

= Nurnberg 2017 Otherwise, documents will be added to « My Library »

__| Outilz Collaboratifs / |dées formation

__| Outils documentaires

Then start your research online, and whenever your consult a document that you wish to save for later and/or add to your

final bibliography, just click the Zotero button n on your web browser!

The button changes shape depending on the type of document you are consulting, for example :

Academic article

Webpage
| Book or ebook — think about it for the paper copies you borrow from a library, so you don’t have to write the references
yourself in your bibliography !

n File : When on a research results list, you can add several items at once. Works on databases results pages.

Nolsseville = .
Enregistrer dans | New collection (& Once you have clicked on the button on your navigator,
DGoogIe Maps . . .
A Snapshot you will see the document being saved in Zotero.



Manage content &
collections

The content you've just added to your collection is at the center of the Zotero screen
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z Zotero - O X .
To the right, you have the full
File Edit Tools Help
- T - x - - & - 1 1 1
o @ O~ A4 B~ #-| Q| - e /blbllgraphlc references of the
= My Library ~ Title Creator # B Info  Motes Tags Related .
alire 60 cos dapplication sur s Pierandfli = A items added to your Zotero
[ atelier artem krista 100 IFRS financial ratios [Tex... ltern Type Book . .
[ Banques Assurances A gauche normes IFRS, 3 dr...  Pottier Title 100 IFRS financial ratios [Texte imprimé] : dictionnaire CO||€CtIOI’]
[ Biblio N Dagorn 2 Arnéliorer l'information fina... Tert and Escaf... anglais-francais
[ Bibliographie N Dagorn Analyse financiére [Texte im... Thuelin v Author (last), (first)
[=) E-Learning Analyse financigre des com... Bachy and Sion Abstract
[ Enwvironnement des affaires Analyse financiére en IFRS [, Piget Series Remember to always double
[ export Code IFRS: normes et interp... Series Number
= ie = ing fi 1
. Comprendre le reporting fin.. Lefrancg and .. Velume Check them | Somet|mes they
|1 IFRS en ligne Comprendre les IFRS Barbe-Dando... # of Volumes
|| IFRS Mediatheque =N dre les IFRS [Texte ... Baill d Gél... L. .
FRS M omprendre les [FRS [Tede .. Bailly and G Edition are incomplete or wrong,
= etz Comptabilité anglo-saxonn... Langot and B... Place
L) JFD entretien Comptabilité et audit banca... Ogien " " - ; : H
i p— Publisher Wiesbaden (Unter den Eichen 7, 65185) : Cometis. cop.
[ JFD formation Comptabilité et audit banca... Ogien 2006, dependlng on the II"IfO Sent (Or
[ JFD GPEC Comptabilité financiére : ap... Eglem et al r
PaAp ' Date 2006 Y H
[ JFD RH Comptabilité financiére: ca... Bensadon and... # of Pages nOt) by the WebSIte to ZOterO
[ Krista Grounded Theory Comptabilité financiére [Tex... Richard et al. L
|| Krista Leadership Women v Comptabilité financiére [Tex... Colmant et al snanees
ITILE RECHERCHE 11 ~ — P ' ISBM 978-3-938694-03-9
@ tester It X Comptabilité financiére en ... Dick et al. Short Title 100 IFRS financial ratios [Texte imprimé] . .
Alliances stratégiques (affaires) Comptabilité financiére en l... Dick and Miss.., URL Each field can be edited by
Alliances stratégiques (affaires) -- France Comptabilité financiére en |.. Dick and Miss.., A J
Analyse financiére Comptabilité financigre en ... Dick and Miss... Archi yOUI’SE|f W|th a dOUb|e C“Ck
= S rchive
Analyse financiére -- Manuels d'enseigneme... y Comptabilité générale [Text... Colasse Loc. in Archive N c ARTEM - Médiathéque 1er ni
. = e . oc. in Archive Mancy - Campus - Médiathéque 1er niveau - . H
C tabilit le [Text... Richard
Pl - . ompta ” ?g?n?rae[ ?c ar gc o Espace cuvrages 657.02 WIE o Then you can type anythlng in

them.
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To manage your collections, do a right click on one.

—_— I UTTIRTEnUre e r
|| IFR5 en ligne Comprendre les

les

o Mew Subcollection...
|| IFRS Metz an
[ | JFD entretier . Rename Collection... et
[ JFD formatic [ g Delete Collection.., et
|| JFD GPEC ‘il Delete Collection and Items... fin
! JFDRH ¥ Export Collection... fin
|| Krista Groun ,_ - . fin
. := (Create Bibliography from Collection...
|| Krista Leade ] fin
\tester UTILE REC 3— Generate Report from Collection... o
_ B o =
Aliances stratégiques (affaires) ﬁ Comptabilité fin

Manage content &

collections

You can :

Create a subcollection

Rename the collection

Delete the collection: this will only delete the collection but not
its content, the content will be stored in « My Library »

Delete collection and items : will delete the whole collection
and its item. The items will be sent to the bin.

Export collection : You can export the data from your collection

to save it on a computer or USB key as a back-up.

We will see « Create a bibliography from collection » later on.

« Generate report from collection » generates a page that
gathers all the information from the items of the collection
(bibliographic references + summary + key words + attachments

if any)



Manage content &
collections

To manage the items from your collection, do a right click on one :
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e e e e e You can :

100 IFRS financial ratios [Tex... Itern Tvoe B Vi I Will tak h b fthe d

: u :
A gauche normes IFRS, 3 dr... (&) View Online lew online : Will take you to the webpage of the document.
Améliorer linformation fina.. Show in Library Go to th May not work with documents found on ICN databases because of the
Analyse financiére [Texte im... —
Analyse financiére des com.., Add Note MyICN identification.

Add Attachment »

Analyse financiére en IFRS [...

= Show in Library : Will show you the document in the whole collection

Code IFRS : normes et interp.. Duplicate ltem

Remove Item from Collection... « My Library »

Move [tern to Trash...

Comprendre le reporting fin...
Comprendre les [FRS

Comprendre les IFRS [Texte ... = Add note : You can add personal notes to items, they will not appear in

o D EE
M= aede s B

Comptabilité anglo-saxonn Export tem...
) i our final bibliography or citations.

Comptabilité et audit banca... Create Bibliography from Item... b y g p y

Comptabilité et audit banca... SEETlisnn e o = Duplicate item
[E Comotabilité financiére : ap... Ealem et al. Flatm 00 i . . i . L.

= Remove item from collection : Will remove item from the collection it is
We will see contained it but not from Zotero. It will still be stored in « My Library ».
« Create a bibliography from item » later on. = Move item to trash : Will remove the item from your library and your

collection
You can also drag and drop items from one collection = Export item : You can save data on a computer or USB key as back up

to another BUT this will not remove the item fromits = Generate report from item : opens a page with a summary of all the data
original collection, just duplicate it in the new one. on the item



Synchronize

Zotero offers the possibility to synchronize your account between several devices and online, so
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you can access your data anywhere, anytime.
Everytime you install Zotero on a new computer, go to Edit -> Preferences -> Sync And enter your

account info, it will automatically download your library on the new Zotero you have juste installed.

1 - First, create a free account on Zotero.org -> Login -> Register for free account; just follow the simple steps online.

z Zotero

File Edit Tools Help

9 Undo Ctrl-Z © 2 —Then, enter your account information on the software.
Redo Ctrl+Shift+Z A Title B Zotero Preferences - O X
Cut CirleX . In Zotero, go to Edit -> Preferences o & O & ¥
Copy Ctrl+C Gar:era\ l\c Search Export Cite Advanced
Copy Citation Ctrl+ Shift+ A Setti Reset
Copy Bibliography Ctrl+Shift+C .

i ata Syncing
Foste cut B. Then go to « Sync » and enter the < Usemame Create Account
Delete Del t word: Lost Password?
L Crl-A username and password of the account " AbeutSincns
Eind Ctrl+F 1
Advanced Search you have just created and click « OK »
Preferences
| Krista M&A
| Krista Women Mediatheque
= O X
If it works, Zotero will synchronize with its online servers. ¢
This icon will show a green arrow turning :/
[Rectinn
Cancel Help

You can click on the arrow everytime you need to synchronize / save your data.



£ Group Libraries
Bibliographie BUG Developpement Du..,

~ [ test1-icn

- Duplicate Items

CREA TiVE Unfiled Items
[ ]
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Group Libraries

Group collections are collections that can be shared with other Zotero users so you can share and

edit references together and synchronize the updates of data.

File Edit Tools Help

o @"
1 - First, create a new library with « [ v » and choose « New group » gl New Group..
New Feed >

atelier artem krista
Create a New Group 2 — This takes you to Zotero.org to login. If you do not have an account,
coname create one for free and log in. Once logged in, you will be taken to the
Choose a name for your group ) . ) ) )
« New Group » page. Fill in the field : give your group library a name and

Group URL: https://www.zotero.org/groups/testicn-1
Group Type

choose the group type, depending on the rights you want to give your members

Public, Open Membership Public, Closed Membership Private Membership

oup online and

joi

on the data you will add to the group library. Then click on « Create group »,

® Choose a Public, Open Choose Public, Closed

Membership Membership

Choose Private Membership

then you can be more precise on the members’ rights.

3 — Go to « Members settings » (top menu under the title of the group). testICN-1: Members Settings

Group Settings - Members Settings - Library Settings

There you can add the email addresses or Zotero login of the members
Current Members
you want to add to your group.

Username Full Name Member Since

virginieri virginieri 2013-11-25 17:22:36

Once they set up their own Zotero account, the group library will appear in their

own Zotero too, as well as the content you all add and edit together. You can Member Invitations

aslo choose different roles for them (editor, owner, reader...) No pending invitations.

]
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THE EASY WAY :
1 - Do aright click on a collection & choose « Create bibliography from

collection »

2 — It opens a new window : choose the style of your bibliography (A)
[American Psychological Association is the recommended style at ICN]
Output mode : choose « Bibliography »

Format : RTF creates a Word document you can then copy and paste into

your final document (open office & libroffice compatible)

3 — Click OK, save your RTF document and open it in Word to see your full

bibliography

Please note : this works only from collections, not from the full « My Library »
file.
Output mode Citations give you only the citation format, which is (Author, 2018)

for the APA style, and you have to copy/paste them in the body of your essay.

Create citations &
bibliographies

Create Citation/Bibliography X

Citation Style:

American Anthropological Association

American Psychological Association 6th edition
Cell

Chicago Manual of Style 17th edition (author-date)
Chicago Manual of Style 17th edition (full note)
Chicago Manual of Style 17th edition (note)
Economie et Statistigue (French)

Elsevier - Harvard (with titles)

IEEE

Modern Humanities Research Association 3rd edition (note with bibliograp...
W

hndarn | anmnana hecaciatinn 8th aditinn

Manage Styles...

Language: | Francais (France) g

Output Mode:
() Citations
@ Bibliography

Output Method:
@ Save as RTF

() Save as HTML

(O Copy to Clipboard

() Print

Cancel



Word Processor

A free plugin automatically added to Microsoft Word and Open Office / LibrOffice if you
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have a compatible version.

H -0 & [§ -

Fichier ~ Accueil | Insertion |Création | Disposition | Références Publipostage| Révision ‘ Affichage |PA9Eed PDFsam Enhanced 5 Creator '..' Rechern RICHAR... ,C_’,_ Partager

o E £ Document Preferences
Z

féRefresh
» Add/Edit Add/Edit

" Citation Bibliography 5 Ui s

« Add citation » opens a Zotero

search bar.— Zotero n
I‘I‘I-l-\-g‘l-l‘ v 2 © 3 4 © 50 c B cFoe o 8 -B-|‘m-|‘11-|‘12-|‘13-|‘14‘|-15‘|-Q-|‘17‘|-1E‘|
Search for the article,push enter,
“"Z- food
it creates the citation format
My Library

(Dierksmeier & Seele, 2018) Topic: Food Retail Industry
cycles and Text, www.statista.com.

A Provost & Sibille, 2013) Food Supply Chain Management and Logistics: From Farm to Fork
B {Citation} Dani Samir (2015).
« Add bibliography » creates a -
. Dierksmeier, C., & Seele, P. (2018). Cryptocurrencies and Business Ethics. Journal of Business Ethics,
Comp|6te flnal blbllography based _ - 152(1), 1-14. https://doi.org/10.1007/510551-016-3298-0
ON I_Y on the C|tat|ons mades US|ng the - Provost, E\w& Sibille, F. (2013). Osez manager 150 26000 !: pour manager humain. La Plaine Saint-
« Add CltatIOI’l » button — Denis, France: AFNOR, impr. 2013. Consulté & I'adresse NANCY - GESTION - BU : ler Etage-

Your citations and bibliographic references are linked to your Zotero content. If you need to change any information (i.e.
author’s name, title, publication date...) do it in Zotero and use the « Refresh » button instead of directly inside Word to avoid
forgotten references or break the link with Zotero. Changing info in Zotero will change them in every instance where you

cited the document. « Preferences » allows you to change the citation style.



ICN Library Services
https://knowledgehub.icn-artem.com/
Documentation@icn-artem.com
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THANK YOU FOR YOUR ATTENTION




