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

Not the browser you're looking for? Show all connectors

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

L; Add "Zotero Connector” to Microsoft Edge?

The extension can:

+ Read and change all your data on all websites




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.
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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.

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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The document will then be saved in the named folder as below.
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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
click and select file open.
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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.

Loading tags...
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mport File

0 Do you want to import the file "export-zotero-1674823013.ris"?

@ Import into new collection

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

rename the folder.
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Item Type Journal Article

Title Women and Leadership: Selection,
Develepment, Leadership Style, and

Performance
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Abstract Despite the proliferation of leadership
research in the past 75 years,
investigating the ways in which
women and men leaders enact and
experience leadership continues to
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)

Styles Word Processors

Style Manager

Updated
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02/10/2022
08/05/2022
12/12/2022
16/01/2022
16/01/2022
29/06/2022
29/06/2022
22/01/2019
13/12/2022

0/2022

2th edition - Harvard (no "et al.”)
(with titles)

Style Editor  Style Preview

Styles Word Processors

d

The Microsoft Word add-in is currently installed.
Reinstall Microsoft Word Add-in

LibreOffice
The LibreOffice add-in is not currently installed.
Install LibreOffice Add-in

() Use classic Add Citation dialog

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 Design Layout References Mailings Review [View Zotero He

-1 E ‘:‘Z‘ Document Preferences
Z

z
Ahd  Adased [ Refresh

Wote Bibliography ¢34 Unlink Citations

Zotero

Add/Edit
Citation

{Citation}

_

My Library

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

Gipson et al. (2017), The Journal 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 science, 53(1), 32-65.

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

- Select one from the list

File Home Insert Draw Design Layout References Mailings Review View Zotero Help

[&] E 'n'z' Document Preferences
z Z

Add/Edit Add  Add/di L Refresh

Citation MNote Bibliography @Unlmk(\tatlons

Zotera

{Citation}

Gipson et al.,

- 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
@ E_Z 'l:'z‘ Document Preferences
z ra
Add/Edit Add  Add/Edit Lo Refresh
Citation Mote Bibliography :‘?5 Unlink Citations
Zotero

(Gipsen et al., 2017)

4. To add a bibliography at the end of the paper

View Zotero Help

- Open the 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  Draw Design layout References Mailings Review Vidw Zotero Help
] i 7\Document Preferences
L Z
[EA.Rresh

Add/Edit AHd  Add/Edit
Citation Mate Bibliography g\_'f, WUnlink Citations

Zotere

(Gipson et al., 2017)

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

https://doi.org/10.1177/0021886316687247.
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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 @~ O~ A B~ #~| 4 = All Fields & Tag - -

v @@ My Libeary Title Creator 7 Info Notes Tags Related
export-zotero- 167482 How to apply responsible leadership theory in practice: A competency tool to collaborate on the s...  Muff et al. b
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Research Paper v | ] mazars-rep.pdf . Title How to apply responsible leadership
My Publications = mazars-rep.pdf theory in practice: A competency tool
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v Author Muff, Katrin
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v Author Dyllick. Themas
Abstract In the era of the sustainable

development goals (SDGs) and calls
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2. Open Zotero — Select Add/Edit Citation and search for the title

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

My Library

mazars-rep.pdf

https://wwaw.england.nhs.uk/south/wp-content/uploads/sites/6,/2015/12/mazars-rep.pdf.

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/wp-
content/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
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separate RTF file which you can save on the desktop and then copy and paste
into your work document.
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Citation Style:

American Political Science Association
American Psychological Association (APA) 7th edition
American Sociological Association (ASA) 6th edition
Chicago Manual of Style 17th edition (author-date)
Chicago Manual of Style 17th edition (full note)
Chicago Manual of Style 17th edition (note)

Cite Them Right 12th edition - Harvard

ita Tharm Biakt 13th adition - Hancard (na et L "

Language:  English (UK)

Output Mode:
© Citations.

() Bibliography
Output Method:

© Saveas RTF

(O Save as HTML

(O Copy to Clipboard

() Print

Manage Styles..

Cancel
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Item Type
Title

~  Author
Abstract
Website Title
Website Type
Date

Short Title
URL
Accessed
Language
Rights

Extra

Date Added
Modified

Tags  Related

Web Page
mazars-rep.pdf
(ast), (first)

hitps://wrww.england.nhs.uk/south/wp-con...
31/01/2023, 10:58:32

31/01/2023, 11:06:15
31/01/2023, 11:06:15

5. Finally, make sure to check all the references and citations for errors
before submitting the assignment.



