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1. Introduction

Zotero is an open-source research tool that allows you to collect, organize, cite and share
bibliographic references. Zotero, together with the new UNCTAD bibliographic style will help you to
optimize the research, editorial and publication processes of all your research documents and
United Nations reports.

This is a guide to use Zotero, from its installation (including Firefox and UNCTAD style) to the
generation of bibliographies, citations and reports using Microsoft Word. For more information
about Zotero, please visit: www.zotero.org.

2. Installation

For office computers, both Firefox and Zotero are installed automatically to your computer. You have to
change the data dictionary location (section 2.1) before you start using Zotero.

2.1. Configuration at Office and Setup Data Directory Location?

Zotero data directory location is where your data: notes, tags, file attachments, audio files etc. are
stored. By default, this location is setup in the profile directory. To avoid filling up your network profile
and better computer performance, we recommend you change the data directory location by doing this:

1- Start Zotero by pressing the icon in the bottom right of Mozilla Firefox.

2- Click on the icon ** " (middle column) and select “Preferences.”

£ 0- B A W #-1Q
Irnport... l

Impart From Clipboard rt, 2010, Investing in & low-carbon econor

Export Library... nd the wertical organization of industries
RTF Scan... 1 ; .

ries and Technological Innovation: Evidence
Create Timeline Een Years On: & Review Articls

‘he Econorny, Yolume

Preferences...

P&
3- Click “Advanced” ' Advanced
4- Go to the “Files and Folders” tab.

! This section has been added by UNCTAD's IT Support Section.


http://www.zotero.org/

(@ Zotero Preferences =l

© a O & ® O |2

I Sync Search Export Cite Proxies  Shortcuts  Advanced

Gen

General | Files and Folders | €

Linked Attachment Base Directory

Zotero will use relative paths for linked file attachments within the base directory, allowing you to
access files on different computers as long as the file structure within the base directory remains the
same.

Revert to Absolute Paths...

Data Directory Location

“) Use profile directory

@ Custom: CALocal Folder\Zotero \
Show Data Directory

Database Maintenance

[ Check Database Integrity | | Reset Translators... | [ Reset Styles... |

[ oK ]| Cancel || Help. |

5- In the Data Directory Location, select "Custom" and choose "C:\Local Folder\Zotero". Note:
This folder will already have been created if installation was done automatically. Else, you
need to create the folder.

6- Click "Ok" to close.

However, if Zotero is not installed in your computer or if you wish to install the system in your
personal computer, please follow the steps in Section 2.2 to complete the installation.



2.2. Installation on personal computers

STEP 1: Firefox installation

Zotero is a Firefox extension. If Firefox is not installed in your computer please follow the next
steps:

1. Create a new folder in your C drive named Mozilla Firefox, i.e C:\Mozilla Firefox.
2.

3. When installation asks you whether to run or to save the file, chose “Run”.

4. The Firefox Setup Wizard will guide you through the installation. Press “Next” till the end of
the process.

5. When the wizard asks you where to install Firefox, choose the folder you just created.

STEP 2: Zotero installation

To install Zotero please follow these steps:

1. Open a session of Firefox D toad N
2. Go to www.zotero.org and press on the download button SEREEEORRS (P

3. Go to the section “Downloads” and chose the version “Zotero for Firefox”.
4. You will get a warning. Click the “allow” button (it is safe!).

X

asking vou ko install software on vour computer,

‘ Allow p
/
e

Software Installation r‘)ﬂ

C& Firefox prevented this site (v, zakera.org) Fram

5. Click “Install Now”.

. Install add-ons only from authors you trust,
— Malicious software can damage your computer or vialate your privacy.
You have asked to install the following ibam:

Zotera  [Author not verfee)
hittpi ffdawnload. 2otern, orgfextension zotera-3, 0. 15

Do



http://www.mozilla.org/en-US/firefox/new
http://www.zotero.org/

6. When the installation is finished, you will get another warning. Press “Restart now”.

- Zatero will be installed after you restart Firefox,

Restart Maw Jw

7. Once installed you will see the icon “ZOTERO” or “Z” in the bottom right of the Firefox
browser. You can open Zotero by clicking on it.

zotero OR i

STEP 3: Microsoft Word plug-in installation

This will install the ICONS that you need to manage your Bibliography directly from Microsoft
Word. Please follow the steps:
1. Close all Microsoft Word sessions
2. Go to www.zotero.org and press on the download red button
3. Go to the section “Downloads->Word Processor Plugins for Zotero for Firefox” and click on
“Zotero 2.1/3.0 word processor plugins”.
4. For Windows users:
- Go to "Microsoft Word->Windows" section.
- Click “Word for Windows Plugin for Zotero 2.1/3.0”.
For Mac users:
- Go to "Microsoft Word->Mac" section.
- Click on install “PythonExt”
- Click “Word for Mac Plugin for Zotero 2.1/3.0” and then click OK.

Note that you will get the same warnings as for Zotero Installation (step4-5). As before, press
“Allow”, “Save Now” and “Restart Now”.

) o Software Installation Xl
e Firefox prevented this site (www.zotera.org) from e Zatero Word for Windows Integration will be installed
asking you ta install software on your computer. ' Install add-ons only from authors you trust, after you restart Firefox,
L] Malicious software can damage your computet of violate your privacy,
Allow v
Restart Mow | =
ou have asked ta install the Following tem:
2. Zotero Word for Windows Integration (Autoor not veniSed)

ker d-Plugin-3. 1.5.xpi

oo

. B
Once installed you will have a Zotero toolbar in your Microsoft Word: e



http://www.zotero.org/

If you are using Microsoft Word 2007 version or above, you will find the Zotero toolbar in the Add-
Ins tab:

Home Insert Page Layout References Mailings Beview Is-‘iew

B i g e

a3 ”
rBr,

@: =l |= zotero_manual.docx - Microsoft Word

Zotero toolbar

*If you are a LibreOffice, OpenOffice or NeoOffice user, please follow the instructions you can find

in: www.zotero.org/support/word processor plugin installation for zotero 2.1

STEP 4: Create a Zotero account

Next step is to create your Zotero account (it is recommended to use your UN email address) in

https://www.zotero.org/user/register . This account will allow you to share references among

users.

STEP 5: UNCTAD bibliographic style installation

Finally, you need to install the UNCTAD bibliographic (“United Nations Conference on Trade and
Development”, is standard for UNCTAD publications and documents) style:

1. Go to the Zotero style repository: https://www.zotero.org/styles?q=unctad).

2. Type “UNCTAD” if it does not already appear in the “Style Search” box. The style “United
Nations Conference on Trade and Development (UNCTAD)” will appear below the search
box. Click [Install].

3. A confirmation box will appear. Press “Install” to finish the installation.

Stvle Search Format: | author-date |

[UNCTAD *ocia{l_science.
[ show only unigue styles .
SRR Type UNCTAD and click [Install]
1 style found: /
* United MNations Conference on Trade and Development (UNCTADY [Ingtall]

3. Setup vour reference library with Zotero

3.1. Start working with Zotero

In order to start with Zotero press the icon | Zotero |in the bottom right of the Mozilla Firefox.
Zotero interface is composed by three columns: 1) libraries and collections (left); 2) references
in the selected collection (middle); 3) detailed information of the selected reference (right).
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Item Type: Journal Article
Title: Renewable Eneray Policies and
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= Author: Iohnstone, Mick =
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» Author: Popp, David = &
Abstract:
Publication: Environmental and Resource Economics
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Issue: 1
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Date: 2009-5-13 ymd
Series:

zotero

Setup Data Directory Location

Zotero data directory location is where your data: notes, tags, file attachments, audio files e.t.c are
stored. By default, this location is setup in the profile directory. To avoid filling up your network profile

and better computer performance, we recommend you to change the data directory location. To do

this:

1- Start Zotero by pressing the icon in the bottom right of the Mozilla Firefox.
2- Click on the icon (middle column) and select “Preferences.”

3- Click “Advanced” Advanc=d
4- Go to the “Files and Folders” tab.

- 0- 23 A &- #- 4
Import...

' Irnpork Fram Clipboard

Export Library ...

RTF Scan...

k. 2010, Investing in a low-carbon econan
d the wertical organization of industries
ies and Technaological Innovation: Evidenc
en Years On: A Review Article

Create Timeline

he Economy, Yolume 5

@ Zotero Preferences ==
e (%] 1 = - [La] 75
General Sync Search Export Cite Proxies Shertcuts Advanced

General | Files and Eplders |

Linked Attnmy—

Zotero will use relative paths for linked file attachments within the base directary, allowing you to
access files on different computers as long as the file structure within the base directory remains the

same.
Choose...

Base directory:

Revert to Absolute Paths..,

Dats Directory Location
%) Use profile directory

® Custem: Ciilocal Folder\Zotero
Show Data Directory \
Database Maintenance

[ Check Database Integrity | | Reset Translators... | | Reset Styles... |

[ OK ]| Cancel |[ Help




5- In the Data Directory Location, select "Custom" and choose "C:\Local Folder\Zotero". Note:
This folder will already have been created if installation was done automatically. Else,

you need to create the folder.

6- Click "Ok" to close.

Zotero Data Synchronization

Zotero synchronization function allows you to synchronize your libraries between your local
computer and the Zotero server. It will also keep your shared libraries up to date, with the latest
changes made by your colleagues. To synchronize Zotero follow these steps:

1- Clickonthei n

(middle column) and select “Preferences.”

2- Go to the “Sync” tab, type your Zotero username and password and press OK.

iGE @ - Ld /o o7 & -~ ]
Import...

' Irnpart Fram Clipboard

Export Library ..

RTF Scan...

t. 2010, Investing in a low-carbon econo
d the vertical organization of industries
ies and Technological Innovation: Evidence
Create Timeline en Vears On: & Review Article
he Economy, Yolume 5

) Zotero Preferences

%

Select “preferences”

Type your Zotero
username and password

e =] r == T 4
¢ & 6@ 0F @ & X
General Syne arch Export Cite Proxies Shortcuts  Advanced
Sethings | Reset|
Zotera Sync Server
Username: | user@unctad.org] Creats Account Sync tab
r Lost Password?
Password: | esssssss
Sync automatically
About Syncing
File Syncing
Sync atkachment files in My Library using | Zotero |
Sync attachment files in group libraries using Zotero storage
About File Syncing
By using Zotero storage, you agree bo become bound by its terms and conditions -
oK I l Cancel ] I Help

3.2.Import and Create library Items

There are several ways to add items to your library:

Method 1: Automatic capture of bibliographic information from the Web

When you are looking at the record for a book on an online library catalog, Zotero’s book icon will
appear in Firefox’s location bar. Simply click on the book icon and Zotero will save all of the citation
information about that book into your library. You will automatically see it in middle and right
columns after the “click”.



) Amazon.com: The Wealth and Poverty of Mations: Why Some Are So Rich and Some So Poor (9780393318883): David S. Landes: Books - Mozilla Firg
File Edit View History Bookmarks Tools  Help

@, amazon.com: The Wealth and Poverty of Na...l ot | o~
y 4 A
| € )P || A www.amazan.compealth-Paverty-ations-Some-Richjdp/039351 8885 ref=sr_1_1 Pie=LITFaR0id=13291207548sr=5-1 =N Al

amazon.com Hello. Sign in to get personalized recommendations. Mew customer? Start here.
] Your Amazon.com | 4 Today's De;j i i ar

Book fts) d S h . . . . . .
ooRs e e The reference information will automatically fill in

The Weal the middle and right columns of Zotero. q
i K INSIDE! e viea me <
Click to LOO .
____ﬂ [Paperback]
- ®¢ | = x
e _| Motes |I Tags." Related |
1 ~

B 1 h and ; ; 1 and ¢ 1 dkerr. Ty_rpe: Sk ; T
® = Technological change and the vertical organization of industries Ciarli et al, z Title: g2;:V:itgfgiﬁ%\;%rtgfoﬁ:englggz} iy
# = Renewable Energy Policies and Technological Innovation: Evidence Based on Patent Counts  Johnstone et al, 1 + aAuthor: Landes, David 5. D) (E
# = Pavitt's Taxonomy Sixteen Years On: A Review Article Archibugi 1 Abstract:
¥ D Innovation Policy and the Economy, Yalume S Jaffe et al, 1 Series:

Series Number:

Yolume;

# of Yolumes: —
Edition:

Saving Item...

Pul The ‘Wealth and Poverty of Mations: Why
Sorme Are So Rich and Some So Poor

# of FagesT oo

zotero

Other type of documents will have other icons. See below the most popular item types:

Book Journal article 35 Report Ij Book Chapter

o Newspaper article D Magazin article Presentation |;| Webpage

If you want to archive the web page you are visiting as a reference, click the “Create New Item from

Current Page” icon -3 on the middle column of Zotero. This will create a web page item in your
library with basic information from the page.

Method 2: Manual Entry

o-

You can add a reference manually by clicking the icon . (at the middle column on Zotero) and

selecting the type of publication that you would like to add.

Click here to add a reference
manually and chose the type
of publication.

10



| %_EL o L A - | & v e B x
Baok Creatar + B E| Motes | Tags | Related
Book Section L. 2010, Investing in a low-carbon ecanomy United Nations Conference on... 1 =
Journal Article d the vertical organization of industries Ciarli et al. 2 Ttem T‘_"’E: Journal Article =
Newspaper Article ies and Technaological Innawation: Evidence Based on Patent Counts Johnstone et al. 1 Title: §
e Page en Years On: & Review Article Archibugi 1 ~  Author: (last), (first)
3 R . Abstract:
: Lirk ta File.. e Economy, Volume 5 Jaffe et al. 1 publication:
: Store Copy of File... /M
More » . ) » Issue:
Insert the information at / Pages:
X . Date: b
g the right of the fields you Series:
e —— eries Title:
need to fill. B
Journal Abbr:
Language:
zotero

Method 3: Entry by ISBN

To add a reference using the ISBN click the icon | %

reference will automatically be added to your library

, add the ISBN and press ENTER. The

Ca & B 9 4|4l G—= Click here to add a reference by ISBN
= [ My Library A | Title 4 Creator T
=fiest & @ o Enter the 15BN, DOT, or PMID ko look up in the bos below. United Mations Conference on... 1
77 Duplicate Items (] Ted | Ciarli et al, 2
Unfiled Items = Reni | 0o 10a0 L | +d on Patent Counts  Johnstone et al. 1
) Tash {E = Pavik Archibugi 1
== ‘ # |;| Innovation Policy and the Economy,NWglume 5 Jaffe et al, 1
E (3-' Group Libraries
= (3 Technology and Innovation Report...
~| Chapter 1 Insert the ISBN number here
|| Chapter 2
| Chapter 3 ‘
|| Chapter 3 version 2 '
Method 4: Imports from other reference tools
To import collections from other reference tools into Zotero, click on the icon “*# and select

“Import.” Then browse and select the file to be imported. Only files with the following formats will
be accepted by zotero: Zotero RDF, MODS (Metadata Object Description Schema), BibTeX, RIS,

Refer/BiblX, Unqualified Dublin Core RDF.

@] 0-B 4

Import. ..

-

= [ My Library
B Test
7 Duplicate Items
nfiled Items

Import From Clipboard
| Expart Library...
RTF 3can...

s

-

#
|?"

L. 2010, Imvesting in 2
d the vertical organiz
ies and Technological
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4. Use Zotero with Microsoft Word

4.1. Add “UNCTAD style” citations.

To add a citation please follow the steps:

1- Place the cursor in the Microsoft word document, where you want to add the citation, and
click on the Zotero Insert Citation Icon: |8

[ Docume

Home Insert Page Layout References Mailings Beview View Add-Ins

Insert Citation Icon Place the cursor here

Custom Toolbars ‘

<
e

My citation should go here

2- The first time you try to add a citation, Zotero will ask you which citation style you want to
use. You need to choose “United Nations Conference on Trade and Development”, this
standard for UNCTAD publications and documents and press OK.

Document Preferences El

Citation Style:

Modern Humanities Research Association {note) A
Modern Humanities Research Association {Moke without Bibliographey) ]
Modern Language Association

Mature

Mational Library of Medicine

Display Citations As:

Farmat Lsing:

(%) Figlds

Microsoft Word Fields are less likely to be accidentally madified, but cannot be shared with CpenGffice.
The docurnent must be saved in the .doc or doce fle Format,

() Bookmarks

Baokratks ate preserved across Microzoft Word and OpenOffice, but may be accidentally modified, For
cornpatibility reasans, citations cannot be inserted into footnotes or endnates when this option is selected,

The docurnent must be saved in the .doc or doce fle Format,

Store references in document

Stoting references in wour docurnent slightly increases fle size, but will allaw you te share your decument with others withaut using a
Zoteta group, Zoteka 3.0 or later is required ta update dacurnents created with this option,

[o]4 l ’ Cancel

12



3- In some Microsoft Word versions you will see the Zotero “little view”. If this happens, click
on the Z and chose “Classic view” to see all your library items:

zv

Classic Wiew

4- Browse and select the reference that you would like to add and press “OK”:

AddiEdit Citation X
- |
=] My Library Title Creatar B
|22 Test ﬁ A renewable world: energy, ecology, eqg... Girardet and Mend... 2
| Unfiled Items = Africa's Infrastructure: & Time for Trans... wWorld Bank
Climate Change 2007; Mitigation of clima... IPCC
E a:‘a'- Group Libraries ® 35 Do Real Output and Real Wage Measure... Mordhaus
= Technology and Innovation .. *| Energetic Limits to Economic Growth Brown et al,
|| Chapter 1 1l ]E Energy and Economic Development: An ... Toman and Jemelk...
|| Chapter 2 # = Energy Economics: & Place for Energy F...  Biral =4
|| Chapter 3 Energy For a Sustainable Future: Summa... AGECT
|| Chapter 3 version 2 2rm B IEA af &l
|| Chapter 4 = |;| India closely follows China, US in wind p... Balachandar
) Chapter & 55 Liberalisation of Trade in Renewable Ene... Steenblik
Test for Mike ] Limits ta leapfragging in energy technaolo... Gallagher
aE Maximizing the Productive Uses of Electri . ESMAP i
Prefix: | | }Page M | | |
Suffis: | | [ suppress Authar
R

Shaow Editar. MultipleSDurces.. ) |
- —

You can add multiple references at the same time clicking at the “Multiple sources” button.

Note: if you wish to change the bibliography style press the icon ’ETW;'

4.2. Add bibliography

To generate the bibliography from all the cited references place the cursor were your bibliography
should go and click on the “Zotero Insert Bibliography” icon =

W =90 = Documentl

“_Hnme Insert Page Layout References Mailings Review View Add-Ins

ool - = S5 €5
lhecart Ribliasranhyv-lean
mrscTu UlUllUslqplly ConrT
| J Bibliography
Place the cursor here i i i igli indusirial Policy and Development: The Political Economy of Copobilities
" Accumulation. Oxford University Press, USA.
and press the “Insert
Bibliography” icon = S E;::[: S e 14[]

UMNCTAD {2007). The Least Developed Country Reports: Knowledge, technological leaming and innovation for
development. United MNations publication. Sales No. EQZ.ILD.8. New York and Geneva.

13



ANNEXES

A. How to classify your bibliography for the UNCTAD TDR code in

Zotero.

Book Chapter or Section

[Item type]="Book section”

PLY bf}l}li—g:lgrf'ogu%lﬁnoe{gen Friedrich

|u Blog post [Item type]="Blog post A @ﬂjMﬁHEFHWL Williarn 3.
Label e}uthors and editors

@ Book [Item type]="Book”

accordingly in Zotero:

Click on the arrow to change
from Author to Editor

Journal article

[Item type]="Journal article”

Magazine article

[Item type]="Magazine article”

Newspaper article

[Item type]="Newspaper article”

[Publication] = “Name of the
Magazine/Newspaper”

Speech or presentation

[Item type]="Presentation”

If available insert the address into
the [URL] variable.

[Item type]="Book” or “Report”

D United Nations .
J - | Publication [Call number]=Publication’s sales Sales number is mandatory
; number
|:| Webpage [Item type]="Webpage” Preferably as footnote
:] : Report [Item type]="Report”
[Item type]="Report”
Examples of series:
J . [Series Title|=Name of the series
1= | Working paper . - NBER working paper series
[Report Number]= Working paper -UNCTAD Discussion Papers
number
Use [Extra] field to add additional
, , information like “Unpublished
Any Other paper or [Item type]="Document document”.
document

If available, insert the address into
the [URL] variable.

14
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B. Available formats
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