Organising your library
Welcome
Welcome to this short video on organising your Zotero library. This video is part of a series from the University of Melbourne library covering the essentials of reference management software. To get the most out of your Zotero library it's good to keep it organised and there are a few ways you can do this.
Creating collections and sub-collections in Zotero
You can create collections of items, maybe by topic, subject or study area and you can also tag items individually with keywords. Let's go into Zotero and have a look. To create a collection of items select the folder icon at the top left of your screen. A pop up window will appear. Here you can under Name enter a collection title. Click on “Create collection” when done. Here our demonstrator has created a “critical thinking” collection. 
To add items into the folder you can select and drag from your library. Note the collection sits within your library so for a full list of all items in your Zotero library, including those in your collection, select my library. You can also create sub-collections, so folders within folders. My library and the collections are found in the left panel. 
To do this right click on the collection. A pop up will appear. Here enter the sub collection’s title. When you wish to delete an item from a collection right click the item and select remove item from collection. Note that the item is still in your my library collection.
Delete an item form a collection
If you wish to delete from your library select the item, right click and from the drop down select trash. A pop-up will confirm that you wish to delete the item. 

Using tags to catagorise items in your library 

Tags are another useful way to categorise items in your library. To add tags to your items select your item and note the tags tab on the far right panel. You can add your tags here by clicking the plus button and typing in the name of your tag. Remember the tags are case sensitive so it is a good idea to identify some rules early on to avoid unintended duplication.
 
For example you may decide that jurisdictions be tagged in lower case abbreviations. Tags in this collection appear on the bottom left of the screen. When you select these the items with that tag appear in the middle panel.
 As such tags become a good way to quickly find all items in your library that you have identified by that keyword. You can colour code up to seven tags by right clicking on the tag itself. These colour coded tags appear alongside your items in your library.
 You can also drag other items into tags to quickly categorise them. Remember the more organised your library the easier it will be to find what you need. 

This has been an introduction to organising your Zotero library. To find out more about using the software you can explore other videos in our series.
