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Shared citation library handoff
Prove that another author can edit the shared library and refresh the manuscript, then record a
separate recovery route.

Use and limits. A team handoff test illustrated in Zotero. A library export is a snapshot, not a restorable backup. Citation
formatting cannot verify scientific support. Follow institutional access and copyright rules for attachments.

WORKED EXAMPLE ·  F ICTIONAL

Fictional case: three coauthors prepare a biomedical narrative review. The lead author sets up a private Zotero group, drafts
in Word, and asks another author to prove the library and document can be maintained without the lead author's account.

1. Owner, group, and permissions

The private group has a named owner and backup
administrator. The second author can see records but
initially cannot edit them; the admin corrects the library-edit
setting and retests.

2. Capture and organization rules

The team imports a trial, a review, and a methods paper
into shared collections. The second author sees all three
records. File sharing is disabled, so full text is reached
through approved library links.

3. Duplicate and version decisions

Two imports of the same article are merged after checking
DOI and type. A preprint and published report remain
distinct because the cited versions differ; a correction
remains linked, not hidden.

4. Claim and integrity checks

The fictional draft claims a survival benefit, but the cited
laboratory paper reports only a biomarker response. The
team narrows the sentence and records the checked
version and owner.

5. Editable document acceptance test

The second author corrects a test item's year in the group
library, uses Zotero Refresh in the editable Word master,
and sees the bibliography update. The only working master
is not unlinked.

6. Backup and submission handoff

The team archives a dated export beside the submitted
manuscript as a reference snapshot. Separately, the owner
verifies an approved backup of the Zotero data directory
and checks whether attachments are present. The second
author repeats the open-edit-refresh test.

SOURCE GUIDANCE ·  CHECKED 2026-09-22

Zotero: Groups. Group visibility, ownership, record-edit permissions, and file-sharing settings.
https://www.zotero.org/support/groups

Zotero: Duplicate Detection. Reviewing and merging duplicate records while retaining library and citation relationships.
https://www.zotero.org/support/duplicate_detection

Zotero: Using the Word Plugin. Refreshing a document after metadata changes and the irreversible unlink action.
https://www.zotero.org/support/word_processor_plugin_usage

Zotero: The Data Directory. Why sync and export are not full backups, and when locally available attachments are included.
https://www.zotero.org/support/zotero_data

Original teaching aid by Manusights, not an endorsement by the organizations cited. CC BY 4.0: credit Manusights, link to the source and
license, and identify adaptations. Third-party sources retain their own terms.

Online worksheet and current version · Corrections
https://manusights.com/resources/citation-management-guide#worksheet
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Test the shared library
Project / library: __________________________________________________________
Tested by / date: __________________________________________________________

Ask the next author to do the work. Record an observed result, not a planned task. Keep private research notes out of public
copies.

1. Owner, group, and permissions
Name the group owner and successor, group visibility, who may edit records, and whether file sharing is enabled. Have another
member test access.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

2. Capture and organization rules
Define import sources, required metadata, collections, and tags. Test whether another author sees the same records and permitted
attachments.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

3. Duplicate and version decisions
Review suspected duplicates by identifier, item type, and version. Record why distinct preprints, articles, or corrections remain
separate.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

Open the interactive worksheet for longer notes and current source links. An export is a snapshot, not a recovery backup.
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Test the submission handoff
Project / library: __________________________________________________________
Tested by / date: __________________________________________________________

Ask the next author to do the work. Record an observed result, not a planned task. Keep private research notes out of public
copies.

4. Claim and integrity checks
Name the manuscript claim, the exact cited source and version, what it supports, and any publisher notice or unresolved
discrepancy.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

5. Editable document acceptance test
In the team's real writing tool, correct a test record, refresh citations and bibliography, and confirm another author can edit the cited
document.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

6. Backup and submission handoff
Separate a dated export for handoff from a restorable backup. Record file availability, permissions, manuscript version, storage
location, and a successful second-author test.

Acceptance test: [ ] Passed   [ ] Needs work   [ ] Not tested

Decision / owner

Test and observed result

Next action / retest date

BEFORE YOU USE THE RESULT

A second author can open and edit the intended group library, then refresh the editable manuscript.

Suspected duplicates were checked before merging; distinct works were not collapsed.

The dated export is labeled a snapshot, not a backup; recovery and attachment availability are checked separately.

Formatting checks and scientific claim checks are recorded separately.

Open the interactive worksheet for longer notes and current source links. An export is a snapshot, not a recovery backup.
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