Using Zotero with Word and Google Docs
Welcome to this short video on using Zotero with Word and Google Docs. This video is part of a series from the University of Melbourne library covering the essentials of reference management software. 
Linking Zotero to Word or Google Docs
Zotero works with major word processors including Microsoft Word and Google Docs. 
This means you can use Zotero to generate citations and bibliographies in the document you're working in. 
In Word, the Zotero plugin will be added automatically when you install the Zotero app. 
In Google Docs, the Zotero plugin will be added when you add the Zotero connector to your browser. You will need to authenticate the Zotero plugin with your Google account the first time you use it. Make sure to use a Google account that has created the document or has editing access. This does not need to be the email address you used for your Zotero account.
If the Zotero plugin doesn't automatically connect to your word processor, follow the troubleshooting instructions on the Zotero website or contact Student IT. 
Adding citations
When you're ready to cite something, make sure to have Zotero open. This allows it to connect to your document. I'll demonstrate in Word, but the process is the same for Google Docs. 
To add a citation, click where you would like the citation to go. Then, in the Word toolbar, select the Zotero tab, and click ‘add/edit citation’. 
The first time you use this in a document, you'll need to select your citation style. I'm going to use APA 7. You can always change this later in ‘document preferences’, in the Zotero tab.
Then search for the source you want to cite. You can search by author or by words from the title. 
Add as many sources as you need and then click enter on your keyboard to add it to your document. 
Editing citations
If you need to edit a citation, don't edit it by typing directly into the document. This can break the codes that connect Zotero to your document. 
Instead, edit the citation using Zotero. Click into the citation and then click ‘add/edit citation’ in the Zotero tab. For instance, I can add a page number by clicking on the source in the Zotero bar. I can also add other information here. 
It's perfectly okay to edit outside of the citation, such as adding a space before the citation. 
For larger changes, such as incorrect or missing information, edit this in Zotero. Then click refresh in the Zotero tab to update this in your document. 
Adding and editing a bibliography
Once you've finished writing you can add a bibliography. 
Click where you'd like your bibliography to be, and then click ‘add/edit bibliography’ in the Zotero tab. Zotero knows everything you've cited in your document, and will automatically generate a bibliography with all of these sources. 
If you add or remove a citation, and click ‘refresh’ in the Zotero tab, Zotero will automatically update your bibliography.
But like the citations in your document, don't edit the bibliography directly. Make any updates in Zotero, and then refresh your document. 
Creating a standalone bibliography
Sometimes you might need a bibliography when you don't have a document with citations.
In Zotero, select the items that you need for your bibliography. Then right click and select ‘create bibliography from items’. You can select your citation style in the pop-up box, and your output method. ‘Copy to clipboard’ is often the easiest. Just make sure that you paste with formatting. This ensures that the format of your bibliography is correct.
Final steps
Remember: Zotero, like all reference management software, is not perfect. It's always a good idea to double check the referencing requirements for your style on Re:Cite. 
When you've finished working on your document, you can disconnect it from Zotero. 
However, you can't reconnect those citations, so we recommend saving a copy first in case you need to make changes. When you're sure you're ready, click ‘unlink citations’ in the Zotero tab. The document is no longer linked to Zotero. 
This video has covered how to use Zotero with Word and Google Docs. To find out more about using the software, you can explore other videos in our series.
