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Zotero is a free, open-source citation tool that enables users to 

collect, organize, read, and cite their research materials efficiently. 

With Zotero, users can:

✓ Collect and Import References: Easily gather and import 

references and data from various sources.

✓ Organize Materials: Structure research materials into folders and 

collections for better management.

✓ Share with Others: Collaborate by sharing materials with other.

✓ Create Citations and Bibliographies: Instantly generate citations 

and bibliographies while writing research papers, integrating 

seamlessly with word processors like Microsoft Word

About 



key components:

✓ Zotero Desktop: This is the main application installed on your 
computer, allowing you to manage and organize all your research 
materials and information sources.

✓ Zotero Connector: This browser extension enables you to save 
references directly from websites, online databases. It's available 
for Firefox, Chrome, Edge, and Safari browsers.

✓ Word Processor Plugin: Zotero integrates with word processing 
tool like Microsoft Word allowing you to create in-text citations, 
references, and bibliographies in various citation styles. This 
plugin appears as a toolbar or tab in your word processor, making 
it easy to insert and manage citations while writing.

About 



You can access your personal Zotero account from any computer by 
either installing the Zotero on the computer or using the Zotero 
website. To set up your account, follow these steps:

Visit Zotero's Website: Go to www.zotero.org.

Create an Account: Click on Log In and then select Register for a Free 
Account.

Enter Your Details: Provide your email address and create a new 
password to complete the registration process.

Once your account is set up, you can install Zotero on any computer 
and sync your library to access your research materials from 
anywhere.

Installing  Zotero and plugins



https://www.zotero.org







To download Zotero, follow these steps:
✓ Go back to the Zotero website at www.zotero.org.
✓ Click on Download.
✓ You will see two main options:
Download the Zotero application itself, which allows you to manage your references and organize your 
research materials.
Zotero Connector: Download the browser extension (Connector) that enables you to add sources directly 
from websites and databases while browsing. This plugin is available for browsers like Firefox, Chrome, Edge, 
and Safari

Installing the tool and plugins
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The Zotero add-on for Microsoft Word integrates your Zotero library with your text documents. This 
plugin allows you to:
Link Sources to Text: Seamlessly connect the sources stored in Zotero to your document.
Insert Citations and References: Easily add sources to your text and create in-text citations.

▪ Generate Bibliographies: Automatically prepare a list of sources in your preferred citation style.

▪ For most users, the Word plugin is installed automatically when you install Zotero, ensuring a 
smooth integration with your word processing workflow.

Installing  Zotero and plugins



Manually Installing the Zotero Word Plugin

If the Zotero plugin for Microsoft Word does not install automatically, follow these steps:
Open Zotero: Launch the Zotero application on your computer.
Access Preferences: Click on the Edit tab and select Preferences 
Navigate to Word Processors: In the Preferences window, click on the Cite tab and scroll down to the 
Word Processors section.
Install the Plugin: Under the Microsoft Word option, select the option to install the plugin.
Confirm Installation: Click OK to complete the installation process.

Installing Zotero and plugins



Instructions for installing the plugin if it was not installed automatically





Add the account information and mark V for automatic 
synchronization



Get Additional Style
Look through the list of available citation 
styles in Zotero.

If the style you require is not listed, click 
on Get Additional Styles to access a 
repository of additional styles.
From the repository, select and install the 
citation style you need.
Once installed, the new style will be 
available for use in your Zotero library.







Creating collections

On the left side of the Zotero screen, you will find several built-in collections that are permanent and 
cannot be deleted or modified. 
These include:

My Library: This is the main repository where all your uploaded items are stored.

My Publications: A collection for storing your own publications.

Duplicate Items: A folder that automatically collects items that have been imported multiple times.

Unfiled Items: A collection for items that have not been assigned to any specific folder.

Trash: A folder where deleted items are temporarily stored before being permanently removed
  





Creating and Managing Personal Collections in Zotero
Zotero allows you to build and customize personal collections to organize your 
research materials

Creating a New Collection
Click on the "New Collection" icon at the top of the collection list.
Creating a Subcollection

Right-click on the "parent" collection.
Select "New Subcollection" from the context menu.

Deleting a Collection
Right-click on the collection you wish to remove.
Choose "Delete Collection" from the options.

Renaming a Collection
Right-click on the collection.
Select "Rename Collection" and enter the new name.

Creating collections



It is recommended to create the personal collections 

according to the work, subject, project on which they are 

working.

For example, if the work has three chapters, then we will 

create a collection for each chapter and store in it the 

items intended for that chapter.

The same item can appear in several folders.

Deleting an item from a personal folder does not delete it 

from Zotero but only removes it from the folder.

Deleting an item from the My Library folder deletes it 

from Zotero.

Creating collections



Adding sources

Zotero offers multiple methods to add various types of information sources:

✓ Browser Connector Plugin: Easily save sources while browsing websites and databases.

✓ PDF Drag-and-Drop: Simply drag PDF files into your Zotero library.

✓ Identifier Input: Enter DOI, ISBN, or PMID to automatically retrieve source information.

✓ Manual Entry: Manually input source details for custom entries.

Zotero automatically extracts metadata (e.g., material type, year, authors) from added sources.

It's crucial to verify and correct the extracted information for accuracy.
Ensure all details are correct, as these will be used to generate citations and references in 
your documents.

Items can be added to multiple collections simultaneously.
To add an item to another collection, simply drag it from one folder to another on the main screen.



The Zotero Browser Connector is a powerful tool for saving 
sources directly from your web browser. 

Look for the Zotero (Z) icon next to the address bar in your browser.

If you don't see it, click on the puzzle icon (extensions menu) and 
select the Zotero extension.

For easy access, you can pin the extension next to the URL bar.
The Connector icon changes based on the type of material on the 
webpage:
It may show a different symbol for articles, books, websites, etc.

https://www.zotero.org/support/adding_items_to_zoter
o

Adding sources



To add an item to your Zotero library using the browser connector:

Launch the Zotero desktop application.

Find the source you want to add in your web browser.

Click on the Zotero icon (usually a 'Z' or a file icon) in your browser's toolbar.

A small window will appear in the upper right corner of your browser, confirming that the item has been saved 

to Zotero.

You can select which folder (collection) to save the item to using the "Saving to" option in the pop-up window.

Attachments: If the source has an associated file (like a PDF), it will be automatically attached to the item in 

your Zotero library.

Please note that the Zotero mark will change depending on the type of item

Adding sources



Adding Sources Using the Zotero Browser 
Connector





Zotero icon changes depending on the item type
Some sources also include a PDF file









Adding Sources
Adding a File from Your Personal Computer
To upload a PDF file from your personal computer to Zotero:
Open Zotero.
Locate the file on your personal computer.
Drag the file into Zotero.
The file will appear as an independent record, or within an existing record if the file was 
dragged into one.

You can also add a PDF file to an item that already exists in Zotero:
Open Zotero.
Right-click on the source.
Click on Add Attachment.
Select Attach Stored Copy of File.

Adding Sources



Adding a PDF to the Zotero Library





Adding a PDF to an Existing Item



Adding a Source by Identifier Number

In Zotero, there is an option to add sources through a source's identifier number, for 
example: ISBN, DOI.

ISBN – A 10 or 13-digit identifying number for books.
DOI – An identifying number for articles that begins with 10.

To use this option:
Open Zotero.
Click on the Add Item(s) by Identifier icon.
Copy the number into the box that opens and press Enter.
The new source is created with its bibliographic information in My Library.

Add DOI ,ISBN  או PMID



Adding a Source by Identifier Number





Government project



Make sure to check each item and verify that it was added 
correctly.
If there is an error, it should be corrected here.
In this case, we will click on Item Type.
Select the correct item type – the fields will change 
accordingly.





Adding a Source Manually
It is possible to create a completely new record manually.
Open Zotero.
Enter the collection (folder) to which you want to add the item.
Click on the Add icon at the top of the screen and select the item type.
A new source is added to the collection.
Enter the bibliographic information in the various fields on the right side of the 
screen.
If you wish to add a file to the new source – Adding a File/Source from Your 
Personal Computer.



Adding item manually

Item Types

Item Types



Annotation Features in Zotero

Zotero's Word plugin offers powerful integration between your reference library and your document
Insert in-text citations directly from your Zotero library.
Create footnotes or endnotes as needed.
Automatically create a list of sources in various citation styles.
Switch between different citation styles with ease.

When working with PDFs in Zotero, you can use several annotation tools:
Text Highlighting: Emphasize important passages with color highlighting.
Underlining: Underline specific text for emphasis.
Comments: Add notes at specific points in the article.
Free Text Annotations: Write general comments on the document.
Area Marking: For scanned documents, mark specific areas with a rectangle.
Freehand Drawing: Sketch or draw directly on the document.



Highlight text
Underlined text

Note annotation

Add text
Select Area

Draw







Annotations You can view everything we wrote, marked, and 
highlighted on the item.



Adding notes and comments that are not related to a specific item



Zotero allows you to efficiently search through
your library for specific comments or tags. 









Case





https://help.heinonline.org/kb/how-do-
i-use-zotero-with-
heinonline/#:~:text=Users%20can%20a
lso%20bookmark%20an,documents%2
0that%20were%20previously%20saved
.



Adding Sources from Legal Databases: Citation metadata import for items in Westlaw and 
Lexis+ databases is not performed automatically.
There are two ways to work when importing items from these databases: 
Manually enter the metadata of the items. Select a document type and the fields to fill in 
will change according to the item type.
If there is a PDF file, you can upload the file and Zotero will extract the item's metadata from 
the file.

Adding Sources from Legal Databases



Duplicate Items



In the Duplicate Items folder, we can see the duplicate items.
We can choose which record to keep, which to delete, or to
merge between the two records



recommended process

To maintain the integrity and accuracy of your Zotero library, follow this recommended process:
1. Click the "Sync" button (arrow icon) in the tUpload an item to Zotero
2. Review and correct bibliographic information: Verify item type, Check title, authors, year, page numbers, 

etc. Make necessary corrections
3. Add personal tags in the "Tags" tab (right panel)
4. Insert comments or add screenshots to the item
5. op-right corner to save changes to Zotero's cloud

Working with Attached Files
Attached files are indicated by a PDF icon below the record
To access the file:
1. Click the arrow to the left of the record
2. Double-click the attached file
3. The article opens in a new tab
4. Return to the main screen by clicking the "My Library" tab
5. Close the tab by clicking the red "X"





Selecting a Citation Style

Zotero's Word plugin enables seamless integration between your Zotero library and Microsoft Word, allowing 
you to manage citations, footnotes, and create bibliographies in various citation styles. 

Selecting a Citation Style
✓ Open your Word document
✓ Switch to the Zotero tab in the Word ribbon
✓ Click on "Document Preferences"
✓ Choose your desired citation style from the list
✓ For note-based styles, select whether to use footnotes or endnotes
✓ Click "OK" to apply the changes

If your desired citation style isn't listed:
✓ Click "Manage Styles" in the Document Preferences window
✓ In the Zotero desktop application, go to the "Cite" tab
✓ Click "Get additional styles"
✓ Search for and install the style you need



Adding References
✓ Place your cursor where you want to insert a citation
✓ Click "Add/Edit Citation" in the Zotero tab
✓ Type part of the title, author names, or year to find your source
✓ Select the item and press Enter to insert the citation

Creating a Bibliography
✓ Position your cursor where you want the bibliography
✓ Click "Add/Edit Bibliography" in the Zotero tab
✓ Zotero will generate a formatted list of all cited sources

Remember to keep Zotero running while working in Word to ensure smooth functionality135.

Selecting a Citation Style



Selecting a Citation Style



Adding References in Word using 

Adding References in Word using Zotero
1. Open your Word document and ensure Zotero is running
2. Place your cursor where you want to insert the citation
3. In the Zotero tab, click "Add/Edit Citation"
4. In the quick citation dialog: Type part of the source title, author, or year
5. Select the desired source and click "OK“

OR
6. Press "Z" then choose "Classic View"
7. In the full Zotero window, locate and select your source
8. Click "OK"
9. The citation will appear in your document according to the selected style

Changing Citation Styles
You can change the citation style even after adding references:
1. Go to the Zotero tab in Word
2. Click "Document Preferences"
3. Select a new citation style
4. Click "OK"
All existing citations and the bibliography will automatically update to the new style.



Adding an in-text reference to a specific source





After adding citations to your 
Word document, it's crucial to
Verify citation accuracy:
Check if all items were cited 
correctly in the text
If there are issues, make 
corrections in Zotero tool, not 
in Word
Special attention to Hebrew 
sources:
Carefully review Hebrew 
citations for accuracy
Pay extra attention to complex 
sources like book chapters or 
translated works



Create bibliography

Zotero's Word plugin allows you to automatically generate a bibliography based on the citations inserted 
in your document. 
Here's how to create and manage your source list:

✓ Open your Word document and ensure Zotero is running
✓ Place your cursor where you want the bibliography to appear
✓ In the Zotero tab in Word, click "Add/Edit Bibliography"
✓ The bibliography will be generated, including all sources cited in your text

To update your bibliography:
✓ If you change the citation style, click "Refresh" in the Zotero tab
✓ The bibliography will automatically update to reflect the new style
✓ This feature ensures your bibliography remains consistent with your in-text citations and chosen 

citation style throughout your document



Collaborative Research Features

Zotero offers robust collaboration tools that enable researchers and teams to work together effectively 

by Creating shared group libraries within a single user

File → New Library → “New Group…” in Zotero.

You can click the “Create a New Group” button on the groups landing page on zotero.org.

Choose a name for your group

Decide whether the group will be open to everyone, closed only to friends you invite to it..

Define whether it is an open or closed group and who can edit or read

In a private group invite the colleagues to the project/work by adding their email













Disadvantages

✓ Citation Accuracy Challenges: Despite being a citation management tool for Hebrew, the tool requires 
careful manual review and correction of references to ensure complete accuracy.

✓ Recurring citation- if we want to use a citation style such as Bluebook or Chicago where there is a 
recurring citation IBID in English this can be done manually.

✓ Limited Official Support While official technical support is absent, users can seek assistance through 
an available community forum for problem-solving and guidance.

✓ Storage Constraints:. At the beginning of 2026, we switch to an institutional subscription that has no 
storage size limit.

Zotero: Comprehensive tool Review



research material collection.
Advantages

✓ Cost-Effective Solution: Zotero is completely free tool, making it an accessible option for researchers, 
students, and professionals.
Flexible Citation Styles: The platform supports multiple citation styles, including the comprehensive 
Bluebook style, providing versatility for different academic and professional needs.
User-Friendly Interface: The tool is designed with simplicity in mind, making it easy to operate for users 
with varying levels of technical expertise.

✓ AI Tool Integration: Zotero offers interface capabilities with select artificial intelligence tools, enhancing 
research and citation management workflows.
Efficient Research Management: The tool saves considerable time by streamlining material organization 
and providing advanced search functionalities for comments and text.
Collaboration Features: Zotero facilitates easy sharing of research materials and citations, promoting 
collaborative research environments.

Zotero: Comprehensive tool Review



Anyone who registers with the institutional email has unlimited storage.
How do you verify this?
Go to the Zotero website - https://www.zotero.org/Click on Log In in the top bar
Enter your account details - after logging in, click on Settings.

 

ZOTERO



ZOTERO



In the Storage tab, it states that storage is unlimited for the institutional email with which 
you registered.

If you registered with a different email address, you could add the institutional email 
address to your account after logging in at the following link: 
https://www.zotero.org/settings/email

ZOTEROתוכנת 



You can import references from Zotero into AI tools.



Important Note:

Starting 2026, we will transition to an institutional 

subscription that offers unlimited storage space, compared to 

the free version ( 300 MB.)

Users that already have a Zotero account can simply add their 

institutional email address as a backup on their Zotero 

account from their email settings. 

https://www.zotero.org/settings/email

Once the subscription is activated, it will automatically apply 

to new and existing users with a verified runi email address

https://www.zotero.org/settings/email


To ensure uninterrupted access to Zotero, users should 

associate both their institutional and personal email 

addresses with their account before their university affiliation 

ends.



Security, Privacy and Research Rights

As users, you are responsible for understanding the file 

sharing capabilities within Zotero, including how files are 

shared between users and with Zotero.org servers.

This raises important considerations regarding security, 

privacy, and research ownership rights.

By default, your documents will automatically sync to 

Zotero's servers unless you actively disable this feature.

For detailed information, please refer to the security page in 

the Zotero Documentation.

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

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