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Zotero is a free open-source reference-management software. It is used by
researchers and students to store and organise and cite references.

Zotero Guide Part One — How to Install

1. Go to the website https://zotero.org and select the download link

zotero

Your personal
research assistant

Zotero is a free, easy-to-use tool to help you

collect, organize, annotate, cite, and share research.

Download

2. Select the download button for Windows or Mac or Linux and install the
download file.

Zotero 6 for Windows

Your personal research assistant

Instaliation Help


https://zotero.org/
https://zotero.org/
https://zotero.org/

3. Once Zotero is installed the following page will appear saying “Success!
You installed Zotero!”. Next install Zotero Connector for Microsoft Edge
by selecting the Install button.

1. Install the Zotero Connector for Edge

Zotero Connectors allow you to save to Zotero

directly from your web browser.

Install
looking for? Show all connectors

4. Select the Get button to add this extension to the Microsoft Edge
Browser.

B Microsoft | Edge Add-ons Help «  Developers allMicrosokt (R,
{ome / Productivity / Zotara Connector
| Zotero Connector
I Zi Get
o Compasbia miih your Bmwses
K\ * ok dok % (235) | 1,000,000+ Users | Productty
—

5. Select Add Extension

\z Add "Zotero Connector” to Microsoft Edge?

The extension can:

+ Read and change all your data on all websites

Add extension




6. The Zotero extension icon will appear in the Microsoft Edge Toolbar

7. Register for a Zotero Account https://www.zotero.org/user/register and
create a username and password. Enable sync (Zotero - Edit —
Preferences — Sync — Login). This will link the Zotero library on your
computer with your online account which means you can access My
Library on multiple devices.

Zotero Guide Part 2 — How to Create Folders and Import Documents

1. Open Zotero on the desktop

2. Select File — New Collection or select the file icon in the top left corner.
Enter the name of the collection folder e.g “Research Paper”. This folder
will appear as the first item of My Library.

z Research er - Zoterc
g B~ @~ £
v [ My Library Title

|__| Research Paper

My Publications
77 Duplicate ltems

Unfiled ltems
2 Bin


https://www.zotero.org/user/register
https://www.zotero.org/user/register

3. To save references from documents that are already on your computer
simply drag and drop them from their current location into the relevant
collections folder.

4. To save directly into Zotero from a web browser open the document
within the web browser and select the Zotero Connector icon on the
toolbar. You can then choose which folder to save the document into.
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v

Saving to | Research Paper v/

How to apply responsible leadership theory in pra...
[;i Snapshot

September/October 2020

Pages 2254-2274

% Volume 27, Issue 5
hy
=

The document will then be saved in the named folder as below.

o @B~ D~ fo by I l b ~ Al Fields & Tags » v
v & My Libiary Tile Creator “ Info  MNotes Tegs Related

| export-zotero-1674222013
| export-zotero-1674823301
Research Paper
My Publications
= Duplicate ltems
Unfiled Items
3l Bin

How to apply responsible leadership theory i, Muff etal.

INusions of team working in health care Westend... = itern Type Journal Article
Title Howto apply rasponsible leadership
theory in practice: Al competency tool
to collaborate on the sustainable

development goals

v Auther Muff, Ketiin

v Author Liechti Anna

v Author Dyllick, Thomas

Abstract Inthe era of the sustainable

development goals (SDGs) and calls
tor climate action, businessis
challenged to respond more
effectively to societal and
environmental challenges
Collaboration with stakeholders
requires an ability for broader
collaboration competencies, These
form a part of an established literature
on responsible leadership (RL)

competency framework
leadership competencies
responsible leadership  SDG

sustainability sustainable business

click and select file open.

competencies. Human resources
managers, consultants and educators
in charge of developing such
competencies demand clarity on the
definition and a practical
measurement tool for RL. This paper
addresses both by proposing a RL

5. To open the saved documents within Zotero either double click or right
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6. To import references from the IMI Knowledge Centre or UCC Library
Catalogues select More Actions ... Export to and Select Zotero from the
drop-down menu.
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A file is downloaded. Open the file and select OK to import the file into Zotero.
Select Import into new collection to create a new folder.
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Loadingtags...

Q~

/o kD~ ‘?v‘ 4 )~ All Fields & Tags

@ Do you want to import the file "export-zotere-1674823013.ris"?
(] Import into new collection

Co )

Cancel

The folder will appear as a new collection in Zotero. Right click to rename

the folder.

o B~
v (@ My Library
| export-zotero-1674823013
| Research Paper
My Publications
7 Duplicete Items
Unfiled ltems
5 Bin

Analysis Behavior Corporate culture

Leadership Women

Srvw

D~
Title

A By £~ 4§ )~ All Fields & Tags P v

Creator # Info  Notes
Women and Leadership: Selection, Developm... Gipson et ...
Item Type

Title

v Author
v Author
v Author
v Author
v Author

Abstract

Tags

Related

Journal Article

Women and Leadership: Selection,
Development, Leadership Style, and
Performance

Gipson, Asha N. =
Pfaff, Danielle L. =
Mendelsohn, David 8. &)
Catenzcci, Lauren T, S
Burke, W. Warner - (&

Despite the proliferation of leadership
research inthe past 75 years,
investigating the ways in which
women and men lezders enact and
experience leadership continues te
surface unanswered questions.
Through the framework of selection,
development, leadership style, and
performance, we report gender-
related findings from a broad survey
of existing literature from the past
three decades. Findings include
differential rates of selection for
women and men leaders; leader
development considerations that vary
by gender; evidence in favor of
general similarities in leadership style

Zotero Guide Part 3 — How to Create In-Text Citations and Bibliographies




1. Firstly, add the Harvard Style to Zotero (Edit — Preferences — Cite — Get
Additional Styles — Search Harvard — Select Cite Them Right 12" ed)

LieeOffice
The LibieOffice sdd-in s not currenty eezalied.

rutall LixeQffice Add-in

Use classic Ak Cratiaa dislog

3. To add an in-text citation
- Open the word document to which the citation will be added and click
on Zotero in the top menu.
- Select Add/Edit Citation — (Cite Them Right 12t ed).
{Citation} will appear on the document and a search box will appear
- Search for the author or title of the document you want to cite in the
Zotero My Library. A list of titles will appear.



File Home  Insert Draw

&
Add/Edit
Citation

Design  layout Referencas  Malings

Review [(View Zotero
i"'z ﬁ Documert Preferences
Addkgt LB Fefresh

Yote Bibliography ¢35 Unlink Citations

Zotero

z

{Citation}

My Library

Women and Leadership: Selection, Development, Leadership Style, and Performance

Gipson et al, (2017), The Joarnal of applied behavioral science, 53(1), 32-65.

Women and Leadership: Selection, Development, Leadership Style, and Performance
Gipson et al. (2017), The Journal of applied behavioral stience, 53(1), 32-65.

Women and Leadership: Selection, Development, Leadership Style, and Performance
Glpson et al. (2017), The Journal of apphed behavioral science, 53(1), 32-65.

- Select one from the list

File Home Insert Draw Design lLayout References Mailings Review View Zotero

Help
- {:& Document Preferences
2 B

AdEdt Add Add/kde LB Refren
Citstion Mote Bibliography Sii Unlink Citations
Zotero

{Cization}

Glpson et al,, 2017

Press return and the citation will be added to the cursor position in
the word document.
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File Home Insert Draw Design Layout References Mailings Review View Zotero Help

8 iz {'z‘ Document Preferences

Z Z
Add/Edit Add  Add/Edit

Citation Note Bibliography ¢ Unlink Citations

Zotero

2= Refresh

(Gipson et al., 2017)

4. To add a bibliography at the end of the paper
- Openthe word document and move the cursor to where the
references will be added
- Select the Zotero icon from the top menu
- Select the Add/Edit Bibliography Icon
- The References will be added to the documents for all the Citations

File Home Insert  Drew Design Layout References Mailings Review Vig

1) ocument Preferences
E z Nz

pddEdt Ahd  Acdreat L2 Rpfresh
Citation  Ndte  Eibliography % Yinlink Citations

Zotcrs

(Gipson et al,, 2017}

Gipson, A.N. et al. (2017) "Women and Leadership: Selection, Development, Leadership Style, and
Performance’, The Journal of applied behavioral science, 53(1), pp. 32-65. Available at:

hitps://doi.org/10.1177/0021886316587247.
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Zotero Guide Part 4 — How to create citations / bibliography from a PDF document

1. If you are citing a PDF select the document and right-click. Then select
Create Parent item from the drop-down menu. Then select Manual from
the dialogue box. This will place the PDF within the parent folder.

o Q. @~ 4 o &~ N v All Fiebos & Yagr » -

v [ My Libeaey Title Crestor ? Info  Notes Tags Related
export-zotero- 167452 How to apply responsible leadership theory in practice: A competency tool to collaborate on the 5. Muff et al. -
export-zotero- 1674823901 Iusion of teamn working in hesith care West and Lyubovnikova L ftem Type Journsl Asticle
Research Paper o ) mazars-rep.pdf b Title. How to apply responsible leadership
My Publications = mazars-reppdf theory in practice: A competency tool
Duplicste items to collsborate on the sustainable
Unfiled lterms development goals

v  Author Muff, Katrin
~ Author Liechty Anna
v Author Dyllick Thomas
Abstract In the &3 of the sustsinable
development goals {SDGs) and calls
e chenate actinn huidnsc ic

i) Bin

OROXC

+

2. Open Zotero — Select Add/Edit Citation and search for the title

mazars-rep.pdf
https://www.england.nhs.uk/southfwp-content/uploads/sites/6/2015/12/mazars-rep.pdf.

v tibhrs
My Liorary

‘ mazars-rep.pdf

NI T S SRS LSS R iy

3. Add the citation to the Word Document at the citation point.

(mazars-rep.pdf, no date)

4. Select Add/Edit Bibliography and the bibliography will appear

mazars-rep.pdf (no date). Available at:
https://www.england.nhs.uk/south/wpcontent/uploads/sites/6/2015/12/mazars-rep.pdf (Accessed: 31
January 2023).

You can also right click on the Parent folder and select Create Bibliography from
Item. This will enable you to create citations and bibliographies in a separate
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RTF file which you can save on the desktop and then copy and paste into your
work document.

g @B~ O- 4 @ &~ d » - ]
I My Lineary Trie P ' Rk e | Relabat
e pod-zotera- 1674823013 How to epply responsible lea ¥
export-zotero- 1674823901 llusions of tazem working in ) Citation Style mikeva - Item Type Web Page
—| Research Paper v L) mazars-rep.pof Amencen Political Science Association | - Title mazars-rep.pdf
My Publications = mazsrs-rep.pdf American Psychological Association (APA) Tth edition v futhor (i
i Duplicate ftems American Saciolagicsl Atsaciation (AS4) th adition ‘ Abszrsct
g 2:‘”" ar Chicago Menual of Style 17th edition [suthor-dste) Yebihine
Chicage Manual of Style 17th edition (full note] Website Type
Chicago Manual of Style 17th edition {note) Oute
Cite Them Right 12th edition - Hanvard Shoite
B R A Y ST = URL ttps:/nvengland nhs.uk/southwp-son..
Manac Accessed 3170172023, 10:5%:32
Lenguage
Language:  Ergieh (1 Rights
Extre
Qi Wiode Dite Added 31/01/2023, 11:06:15

© Citstions Modified 31/01/2023, 11:06:15
Bibliogeaphy
Output Method:
© Save 2 FIF
I Save 2z HTML
7) Copy to Clipkoard
O Print

competancy framewark
oK Cencel

leadership competancies
responsible leadership  SOG

sustainsbility  sustainable business

5. Finally, make sure to check all the references and citations for errors
before submitting the assignment.
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Creating a Group in Zotero

Note on Groups in Zotero — Zotero does not require a sign in when first
downloading it, but in order to use Groups, you must create an account and be
logged in. This is because Groups requires synching across devices so all

members can access the same folder.

1. Groups can be accessed through the Zotero Software installed on your
computer. Open Zotero and then go to File in the upper left-hand corner and

then click ‘New Group’.

Z Fle Edit View Tools

A Mew ltem

Add by Identifier...

You'y
Add Attachment

New Note

=)

MNew Coflection..,

Help

4 1ing the Effectiven

sout what's new.

T 3

| New Group... (

| New Feed

Show File

Export PDF...

Import..
Import from Clipboard

Export Library,..

Bt

#-world applications of Al you see every d:
tu Al Ready? Investigating Al Tools in High
! jal Intelligence Glossary | Stanford HAI

il GenAl Literacy

Language Models

ides: Al (Artificial Intelligence) Literacy: Ger
ides: Al in the Librany: Environmental Impai
ides; Al Literacy for End-Users: Comparisor

ides: Prompt Engineering for GenaAl: Promj

= cary Guides: Artificial intelligence: Artificial Int

Alternative Method

You can also access groups on Zotero online. This is found by going to

www.zotero.org and clicking the tab ‘Groups’

£~ G ikt wrarsooteraong

zotero

Then click ‘Create a New Group’

zotero
m Groups

Documentation  Forums

Gal Tavoltved

Zotero Groups

What can groups do for you?

» Shar: wn
» Collaborate with

» Discover sther peaple with s mterests and the souroe


https://www.zotero.org/
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2. Both methods will lead you to the same page. Once there, select your Group
name and Group Type. Group type will determine who can view and join your

group.
Create a New Group

Search for Groups « Create a New Group

Choose a name for your group
IMITestGroup1

piiRinnbittps: //www.zotero.org/groups/<number=
Group Type

Public, Open Membership Public, Closed Membership

Anyone can view your group online and

join the group instantly. members must apply or be invited.

() Choose a Public, Open (O Choose Public, Closed

Membership Membership

Anyone can view your group online, but

Private Membership

Only members can view your group
online and must be invited to join.

@ Choose Private Membership

3. Then Select the Group Settings. The below example allows for the most

privacy.
IMITestGroup1l Settings

Group Settings - Members Settings - Library Settings
Group Type

@ Private

(i Public Closed

(Public Open

Controis who can see and jom your group

Library Reading

Anyone on the internet

@ Any group member

Who can see items in this group’s brary?
Library Editing
O Any group members

@®Only group admins

Whao can add, edit, and remove items from this group’s ibrary?
File Editing

OAny group members

®0Only group admins

CiNo group file storage

with files stored in the group? Public Open groups cannct have file storage enabled

Wha con wo

Save Settings
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4. Then click the ‘Groups’ tab again, which will display all your groups. And then
on the relevant group, click ‘Manage Members'.

zotero

Home Web Library

Forums Get Involv

Home > Groups

Zotero Groups

Search for Groups - Create a New Group
IMITestGroupl
Group Library

Manage Profile Manage Library

Members 1
Group Type Private

Group Library Only members can view, only admins can edit

5. You can then click ‘Send More Invitations’ at the bottom of the page to add
more people to your group.

IMITestGroupl: Members Settings

Group Settings

Members Settings - Library Settings
Current Members
Username Full Name Member Since Role
WobbeT WobbeT 2025-02-13 10:21:22 Owner

Update Roles

Member Invitations

No pending invitations.
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6. You can then input emails into the input box and then click ‘Invite
Members’.

Invite Members

Group: IMITestGroupl

Invite Members

johnsmith@gmail .com,smithjohn@gmail.com, janesmith@gm
ail.com

Separate email addresses or zotero usernames with commas or lines.

6. You will then be taken to a page that will allow you to see the invitations
you’ve sent out and allows you to cancel them as needed.
IMITestGroupl: Members Settings

Current Members

username Full Name Member Since Role

Waobbel WaobbeT 2025-02-13 10:21:22 Owner

Member Invitations

Username Full Name Invited On Cancel Invitation

tess.wobbe@imi.ie 2026-10-13 15:11:57 Cancel

Group Invitations will appear like this in inboxes:

Zotero
Zotero Group Invitation 16:12
You don't often get email from do-...

Hi tess.wobbe@imi.ie,

WobbeT has invited you to join the group 'IMITestGroup1' at Zotero.org You can find more information about this group and accept or
decline the invitation at https://www.zotero.org/groups/67 16404/imitestgroup1?token=zt94go830wwq53Ixm 15ydrrsaShebm26iyvgcwpc

Best,
Team Zotero
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7. To directly access your group’s shared library, you can access it online
by clicking ‘Group Library’ in the ‘Groups’ Tab of Zotero.

Home Web Library Groups Documentation Forums

Home > Groups > IMITestGroupl

IMITestGroupl

Recently Added Items

There are not yet any items in this collection

It should also appear on the Zotero software on your computer.
zotero

» fill My Library + 2 B
Group Libraries Title
v Il IMITestGroup1

1] Trash
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