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Zotero

Zotero is a free, open source Firefox extension
To download the extension, go to http://www.zotero.org/ and download the latest version.  
If you want to use the cite while you write feature with Word or OpenOffice or NeoOffice download the plug-in for Word or the extension for OpenOffice and NeoOffice.
Once you have downloaded the extension and the plug-in you are ready to begin.
To begin:
· Open Firefox
· Under Tools (or Ctrl-Alt-Z)
· Activate the Zotero extension
Zotero will appear as a pane at the bottom of the Firefox browser
You can re-size it as you wish.

♠
Building a list of References

Entering references manually

· The green circle with a white cross is the new item button

· Click on it

· You will see a drop down menu of reference types

· Select the appropriate reference type

Select book

To the right you will see a window that allows you to fill in the fields necessary to create your reference

Double click on the field to open it

Enter
Author:  Eliot, Thomas Stearns

Title: Old Posum’s book of practical cats

Place: New York

Publisher: Harcourt, Brace

Date: 1939
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[]  Columbia Granger's Poetry Database
Columbia Granger's Poetry Database, produced by Columbia Universty Press, contains works of poetry found in anthologies, and volumes of collected works and selected works for individual poets. This database currently has more than 175,300 poems in full text and more than
500,000 poem citations.

More Information

[] Communication & Mass Media Complete
Communication & Mass Medla Complete provides the most robust, quality research solution in areas related to communication and mass media. CMMC incorporates the content of CommSearch (formerly produced by the National Communication Association) and Mass Media
Articles Index (formerly produced by Penn State) along with numerous other Journals in communication, mass media, and other closely-related fields of study to create a research and reference resource of unprecedented scope and depth encompassing the breadth of the
communication discipline. CMMC offers cover-to-cover ("core") indexing and abstracts for more than 460 journals, and selected (priority”) coverage of nearly 200 more, for a combined coverage of more than 660 tiles. Furthermore, this database includes full text for 350
Journals.
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The reference saves automatically.

References will post to My Library or to another Collection if one has been created and is open
My Library contains all the references collected.   Other collections are folders you have created for similar references or specific projects or any other purpose that suits you.   You may drag references from My Library into the collection folders.
To make corrections or additions, click on the title and the reference window will appear again

To remove items from a collection, right click, select the reference and choose “remove selected item”
Do not use “delete selected item from library” unless you wish to remove it completely (it will no longer be in My library)
You may also copy and paste information into fields.
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Importing references

In your browser, open a database to search
Open

Academic Search Premier

And Search:

Cats and possums

In the address box, you will see a yellow folder.  If you mouse over it, it will say “Save to Zotero”.
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Click on the folder and Zotero will ask which references you wish to save.
Select the items you wish to save and click OK
Items will import directly into My library and into a collection folder if you have selected one.
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Collection Folders
To create a Collection Folder

· Right click on My Library in Collections pane
· Choose new collection from the pop-up window

· In the next pop-up window name the collection

· Click OK
You may also create sub-collections by clicking on the collection name, selecting new sub-collection, naming the sub-collection and clicking OK.

By right clicking on a collection, you may also:

· Remove the collection

· Rename the collection

· Export the collection

· Create a bibliography

· Generate a report
Generate a report will generate a detailed list all the items in the collection 
♠
Attachments:
You may embed attachments (text files, word documents, pdfs, images)  in your Zotero references.

· Open a reference in your library

· You will see an Attachments tab to the top right of the Zotero window

· Click on Attachments

· Under the Add drop down menu, select Link to File or Store Copy of File
· Store Copy of File will embed the file in your bibliographic reference
♠
Output
Creating a bibliography
You may generate a bibliography from a collection
· Select a collection

· Right click on the collection

· Select Create Bibliography from collection

· Choose the output style you want in the pop-up window

· Save as RTF for a document

· Click OK

The bibliography will contain all the references in the collection you chose
You may generate a bibliography from selected items in My Library or in a collection 
· Select the items for the bibliography

· Right click on mouse

· Choose create bibliography from selected items

· Select a style

· Save as RTF

· Save to the Desktop

· Open the saved file

· It will appear as a Word document
For example:

Eliot, Thomas Stearns. (1939). Old Possum's book of practical cats. New York: Harcourt, Brace.

Pain, S. (2000). My pet possum. New Scientist, 166(2236), 40. doi: Interview.

Piper, Peter. (2006). Picking peppers. New York: Knopf.

Schwartz, B. (1939). Mr. Eliot and Old Possum. Nation, 149(27), 737-738. doi: Article.
♠
Citing as you write

· Install the Zotero Word Add-In

· The add-in will appear under Add-Ins in the Word’s top toolbar

· In Word 003 you may have to go to View and activate the Zotero Bibliographic Management Toolbar
Functions:
You will see six function icons 

Zotero Bibliographic management: 

· Zotero insert citation

· Zotero citation

· Zotero Insert bibliography

· Zotero Edit bibliography

· Zotero Refresh

· Zotero Coc prefs
Begin typing a paper, and when you reach a point when you wish to insert a citation, use the Zotero insert citation icon
· A window will ask which citation format you wish.  

· Chose one. 

· Another window will offer you a Zotero library.  

· Choose the item you wish to insert

· Press OK
My paper begins here (Pain, 2000)
Use Zotero Edit Citation to add prefixes or suffixes to suppress an author’s name or add page numbers to your reference.
· Highlight the reference and open Edit Citation.  

· Add the information in the boxes at the bottom of the Zotero library window

· Press OK

My paper begins here (Pain, 2000, p. 77)
To create the bibliography, use the Zotero Insert bibliography icon

Pain, S. (2000). My pet possum. New Scientist, 166(2236), 40. doi: Interview.
The Zotero Refresh icon will refresh the Zotero references.
Set Doc Preferences allows you to set the style preference (APA, MLA, Chicago or others); you may also change the style after you have finished your document
There are a limited number of styles available in Zotero
A sequence for citing while you write and building a bibliography
Open your Zotero library

Open Word

· On the Zotero Add-in tool bar 

· Set Doc Preferences to select a style

· Click on Insert Bibliography

· Begin the paper

· Insert a citation

The bibliography will now appear below your text as you write.

♠
Export
You may export Zotero references
Zotero RDF – Exports as a Zotero Resource Description Framework document
RIS – Exports as a RIS tagged format text file
ReferBiblX – Exports as a  ReferBiblX tagged format text file
Unqualified Dublin Core RDF – exports as a Dublin Core Resource Description Framework document
Wikipedia Citation Templates -
BibTex - bibTeX is a format for bibliographical references used in combination with the word processing system TeX/LaTeX
The RIS format allows you to export any notes you have taken (translator options)

RIS is a common format for transferring references between databases, like EndNote and Zotero and other applications
RIS does not transfer attachments
♠
Using Zotero on workstations

You can use Zotero on any workstation with Firefox installed. Your previously collected references, though, remain stored on the workstation where you originally placed them.  You can export the Zotero collected references on a second workstation in an RIS format and import them into your collections on your computer.  Attachments will not transfer.
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