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Offered by the Hernán Santa Cruz Library and the Mejora Continua Group 

1. Open Zotero 
 
Zotero only works with the Firefox browser. In order to use Zotero, first open Firefox  
After Zotero is downloaded and installed, click on the Zotero icon  located in 
the lower right hand corner of your Firefox browser window. 
 

2. Register Your Account 
 
Once you have successfully installed Zotero, you will be prompted to register your 
account.  
Take a few moments to fill out the required fields.  Registering your account will allow 
you to access your library from anywhere, sync, and backup all your attached files. 
 

3. Use Zotero with Library Databases 
 
Zotero will automatically recognize citation information from within ECLAC’s library 
databases (see EconLit example below) and web pages. When Zotero recognizes the 
information, it places a small icon at the end of the location bar. The icons differ 
depending on what the item is (book, article, webpage etc.).  
 

 
 

 
 
  

If you're viewing the record of an individual 
article, click on the small, article icon that 
appears in the address bar at the top of the 
browser page.  The article record will be saved to 
your Zotero Library. 



 2 

 4. Use Zotero with Websites  

 
 

5. Use Zotero for Books in the Library Catalog 

 
 

To save website information, click on the small, article 
icon that appears in the address bar at the top of the 
browser page.  Information about the website, including 
a Snapshot and URL will be saved to your Zotero 
Library. 

To save book information, click on the small book icon 
that appears in your address bar. 
 
*Note: This automatic function does not work for 
articles indexed in the ECLAC Library catalog.* 
 
The citation information will automatically fill in the 
right hand column. 
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6. Add Item by Identifier 
 

 

 

Zotero can add items automatically using ISBN number 
Digital Object Identifier (DOI) or PubMed ID. This is done by 
clicking the Add Item by Identifier button in the Zotero 
toolbar, typing in the ID number and clicking OK. 

 

 
 

7. Manually Add a Record to Your Zotero Library 

To manually add a record to your Zotero Library, click on the green plus icon located in 

 the center column. Select the type of item you want to create from the drop 
down menu. (book, journal article, etc.) Click on More at the bottom of the menu to view 
more item types.  

 

 
8. Create Bibliographies 

Select the references or 
collections you want to 
include. Hold the control key 
and click to select multiple 
items. Right click one of the 
selected items and choose 
Create Bibliography.  

A blank item will appear in 
your center column.  

Click on any of the fields in the 
right column and manually enter 
the information. When you have 
finished entering the information 
you can drag attachments to the 
center column. 
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9. Word Processing Plugins 

Zotero offers word processing plugins for Word and OpenOffice. The plugin adds a 
Zotero toolbar to your word processor that allows you to add citations to your document 
while you write.  

To download the plugins, go to: 
http://www.zotero.org/support/word_processor_plugin_installation 

 

 

 

 

 

 

Get More Help 
 
Zotero Support: http://www.zotero.org/support/  
 
Or contact Amelia Craig, Librarian, Hernán Santa Cruz Library 
Amelia.CRAIG@cepal.org x2147 
 

Last updated 8-Jul-10 

To add a citation, click the Insert Citation 
button located in the toolbar. Select the record 
you want to cite and click OK. Zotero will add 
the citation at your cursor. 

At the end of your paper, click the 
Insert Bibliography button (third 
button in the toolbar). Your 
bibliography will appear, and new 
citations will be added automatically. 

Modify the output styles by clicking on 
the Set Doc Prefs button in the toolbar. 
(this is the last button) 


