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1

WHAT IS ENDNOTE (21)?

EndNote is a software package that acts as a database manager for references and can produce
references and a bibliograpy. Such programs make collecting, storing, managing and using
bibliographic data much easier and clearer. They are commonly called reference managers. Zotero and
Mendeley are other examples of reference managers.

The

big advantage of using reference managers is saving time because have your own database

(library) of consulted literature, which you can easily search. Moreover, when writing academic texts,
references and bibliography are automatically displayed in the correct citation style.

With EndNote it is possible to:

enter literature references yourself into a personal library or import them automatically from
databases such as Jurisquare, Strada lex, HeinOnline, Web of Science, Google Scholar, Lib.ugent
(the university library's online catalog), Biblio, ...,

searching databases, allowing you to directly import references into EndNote

edit and search reference data,

insert citations in texts and format them in the desired bibliographic style such as APA, Chicago,
Harvard, ... or in journal—specific bibliographic styles (European Law Journal, International Review
of Law and Economics, British Journal of Criminology, etc...),

use templates in Word for the formatting of manuscripts according to the publication styles of for
example APA or specific scientific journals

import pdf files and link these to references in Zotero,

compose ordered bibliographies (e.g., by subject) and group references within a database using
smart or custom gropus,

look up the full text of an article.

Through Athena you always have access to the most recent version (currently 21).
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2 USING ATHENA

Ghent University has an institutional license to EndNote. The program can be used by all students and
staff of the university.

EndNote is available through Athena (apps/categories/office). Learn more about Athena at the
helpdesk.

Working through Athena offers the advantage that no software needs to be installed on your own PC,
errors in the software are quickly corrected, new bibliographic styles are automatically loaded, and the
most recent version is always available. Moreover, the IT department can also help you more easily
should problems arise.

To make optimal use of the program's functionality (cite-while-you-write, references, direct import from
databases) it is important to always use Athena.

—
I TITLE DATE PAGE

GHENT EndNote 21 manual (law and criminology programmes) December 2023 4/25
UNIVERSITY


https://helpdesk.ugent.be/athena/en/index.php

3 SETTING UP AND USING YOUR ENDNOTE (21)
LIBRARY

3.1 Home screen

Sarrica, 2020 #73 Summary

Advanced search
B Sarrica-2020-The Use of Human Trafficki...

All References > T
BaPAE®
ups The Use of Human Trafficking Detection Data for
v MY TAGS + Author Year Title Journal Last Updated | Reference Type Modelling Static and Dynamic Determinants of Human
\ FIND FULL TEXT Petintseva, O; Roskam, .. 2022 #MeToolniv: in het 0og van de storm Panopticon 15/11/2022 Journal Article Tratficking Flows
* GROUPS SHARED 8Y O... Dorme, Lier; Klima, No.. 2022 A systematic literature review on evaluating multi-ag_.  Evaluation and mentoring of the m_  15/11/2022 Book Section F. Sarrica
v ONLINE SEARCH + Snaphaan, Thom; Hard.. 2020 Environmental criminology in the big data era European journal of criminclagy 15/11/2022 Journal Article
European Journal an Criminal Policy and Research 2020
Sarrica, Fabrizio 2020 The Use of Human Trafficking Detection Data for Mo European Joumal on Criminal Polic..  26/07/2023 Journal Asticle Vol 28 lssue 4 Pages 483-501
Van Den Berge, Y. 2019 Het Belgische strafrecht: veel aandacht voor de vrijhei.. Nullum Crimen (NC) 151172022 Journal Article
DOk 10.1007/510610-020-09460-5
Pauwels, Lieven; Hardy. 2016 Problematic youth group involvement as situated cho. 1501172022 Book

Groups Reference list Reference

Groups
In this panel you can easily navigate between the full reference list, parts of that list (groups and group
sets) and online searches.

Reference list
Here you see the overview of the entire database or the selected group of references. For each
reference a number of fields are shown. The list is easy to sort by clicking in the header of a column.

Through ‘Edit’ — ‘Preferences’, it is possible to show other fields and change their order.

The search bar at the top allows you to search within your own library or (a number of) external
databases.

Reference

Within the ‘Summary’ tab you can see the currently selected reference. The ‘Edit’ tab allows you to
quickly make changes to references. In the ‘PDF’ tab you can attach a pdf to the reference and view it
once it has been attached.

_
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3.2 Creating alibrary

A new database or library can be created by choosing 'File' - 'New'. The 'File Name' can contain spaces
and be up to 255 characters.

Save the files on your H-drive (this is the part of the server space that Ghent University puts at your
disposal). This way you always have access to your data (via Athena), regardless of the computer you

are working on.

A database consists of two parts: a file with the .enl extension and a directory with the .data extension.
Both components are necessary to ensure proper operation of the database.

Creating one large database is recommended. By efficiently using keywords and groups, data can be
easily organized and retrieved.

3.2.1 Entering data

3211 Manually

New Reference (TESTMy EndNote Library.enl)

File Edit References Groups Library Tools Window Help

eference Type |Journal Article & |

— Click ‘References’ > ‘New Reference’, the button, or ctrl/command-N.

— First select the correct ‘Reference Type’ (e.g. ‘Journal Article’ for a contribution in a journal).

— For journal articles, the first 7 fields (author, year, title, journal title, volume and number) are required
to be filled in to create a complete reference. The additional fields are not mandatory, but very useful
to complete the data.

— Author names can be entered in two ways: first name last name (without punctuation) or last name,
first name (with comma). The second way is recommended so that conflicts do not arise when there
are multiple first names or when the surname consists of more than one word. Thus, ‘Vander Beken,
Tom’ or ‘Bassiouni, Mahmoud Cherif. Sometimes the author of a publication is not a person but an
organization. For EndNote to recognize this, the name of the organization must be given and ended
with a comma. Thus: 'European Council on Refugees and Exiles,". If there is a comma in the name
of the organization, use two commas for this (e.g., 'Center for Migration,, Policy and Society,").

— If there is more than one author, organization or editor, the different names should be listed
underneath each other. You can separate these by pressing the 'enter' key after each name.

— When entering indexed fields (author, journal title and keywords), data are automatically populated
using previously entered references; new data appear in red. Again, the field separator is 'enter".

— Fillin the data without additional formatting (not bold, italic,...), because the final formatting will be
determined by the chosen output style.

—
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— There is an option to enter a URL that links to the article, or to attach a pdf file. A URL can be added
in the corresponding field, a pdf file can be added via the 'PDF' tab (to the right of 'Edit’).

3.2.1.2 Importing pdf files

EndNote provides the option to import a pdf file, immediately adding both the reference and the file
itself to your library. This is only possible for pdfs with metadata (e.g. from full text academic databases).
They can be imported in the following way:

— Save or download the desired article in pdf format.

— In EndNote, go to ‘File’ — ‘Import’ — ‘File’.

— Select the correct file, choose ‘PDF’ for the import option and click on ‘Import’.

Import File ? X

Import File: | |Choose. : |

Import Option: | PDF w |

Duplicates: Discard Duplicates s

Text Translation: No Translation w
Import Cancel

This will create a new reference based on the metadata included in the pdf. To ensure that information
was added correctly, you can check the reference panel and edit information if necessary.

You can also import an entire folder of pdf files through ‘File’ — ‘Import’ — ‘Folder’. EndNote will then
create a reference for every pdf file in that folder.

3.2.1.3 Direct import from databases

For a number of databases, it is possible to import references directly into your EndNote library.
Important here is that you should use a web browser (Google Chrome, Firefox, ...) on Athena. If you
use the local browser the link to your EndNote library will not be made. Regarding the direct import of
references from the Belgian legal databases (Jura, Strada lex, Jurisquare), this function is only available
in Jurisquare and Strada lex. After importing the references into EndNote, be sure to check that the
work was done correctly and that all information was filled in correctly.

Web of Science

— Open your browser in Athena

— Go to Web of Science (via the catalog lib.ugent.be or directly via www.webofknowledge.com)

— Perform a search

— Check the desired documents or click on the article that interests you

— Click on ‘export’ — ‘RIS (other reference software)’

— Select ‘Record Content: Full Record’ in the pop—up that appears and click on ‘export’. The document
will now be downloaded. By clicking on the file, you will open the reference in EndNote.
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© Clarivate

English v

Search

Web of Science™

Search > Results > Results

34,114 results from Web of Science Core Collection for:

Q_ refugees (All Fields
@ Copy query link

Publications You may also like

Refine results

Quick Filters

[0 ¥ Highly Cited Papers
[ O Hot Papers
O B Review Articles New

O © early Access

O B openAccess 9,778

Bkl nbinn Vanon

Strada lex

Marked List History Alerts
New
B 1/34,114 | AddTo Marked List ‘ ‘ Export A
EndNote desktop

Add to

1 LGBT rights and refugees:
3 Vi

This article disc s
prioritizing LGBT persons in refuy
a variety of (also) non-asylum-gn

m Py

O SER FreeFull

— Open your browser in Athena
— Go to Strada lex (directly from stradalex.com or from lib.ugent.be)

— Perform a search and click on the title of the article you want to export to EndNote
— Click on the three dots below the button to print the article on the right

— Select ‘Download RIS’

Signin v Register
Relevance v ¢ 1 ofes3 >
3T status in refugee admissions
cceptable Criteria for Accepting/Rejecting Re
30
Referer

sossible grounds for using LGBT status as a basis for
2 states most willing and able to protect LGBT pe!

oral reasons to admit and prioritize

— When you open the downloaded reference, it will be added to EndNote

©) strada lex

T Snow searenresuit Jour

Babivra

b-Arbitra, 2016/2 - 31 may 2017
31052017

Q_searct

Editorial

Distribution Contracts and Antitrust Law in International
Arbitration - the Arbitrators' Challenge

The jurisdiction ratione temporis of international investment.
tribunals - ervations on the Decision of the Tribunal

Back to the CJEU's Gazprom judgment: antisuil injunctions,
arbitration and Brussels | (Recast)

Vihen arbitrators miss the deadline for notifying the award
and how to avoid this nightmare. Case Note on Swiss Federal
Supreme Court decision 140 Ill 75 of 28 January 2014

De quelques récents arréts du Tribunal fédéral suisse

Nederiandstalige rechtbank van eerste aanleg Brussel
(24e k). 3 november 2014

Cour de cassation (France). Tre chambre eivile, 15 Janvier
2014

Tribunal de premizre instance Francophone de Bruxelles,

_
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Fulltext  More info

BROWSE TooLs

Back to the CJEU's Gazprom judgment: antisuit injunctions, arbitration and Brussels | (Recast)

Open st anoer PDF reader

Back to the CJEU’s

Share by email

Gazprom judgment: anti-
suit injunctions, arbitration
and Brussels I (Recast)
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Google Scholar
The option ‘import citations into EndNote’ is not automatically on. Go to settings ( 2 inthe upper left

hand corner) and select ‘Show links to import citations into EndNote’ .

Bibliography manager

Don't show any citation import links.

® Show links to import citations into  EndNote =

After saving your preferences, every search result will display the option ‘Cite’ ( vy ). Click on

‘EndNote’ and then on the downloaded file to import the reference into your EndNote library.

X

Chicage

Harvard

Vancouver

HeinOnline

Open your browser in Athena

Go to HeinOnline (directly from https://heinonline.org/HOL/Welcome or from lib.ugent.be)

Cite

Brewster, Rachel. "Rule-based dispute resolution in
international trade law™ Va. L. Rev. 92 (2006): 251.

Brewster, R. (2006). Rule-based dispute resolution in

international trade law. Va. L. Rev., 92, 251.

Brewster, Rachel. "Rule-based dispute resolution in
international trade law.” Va. L. Rewv. 92 (2006): 251.

Brewster, R., 2006. Rule-based dispute resolution in

international trade law. Va. L. Rev, 92, p.251.

Brewster R. Rule-based dispute resolution in international

trade law. Va. L. Rev. 2006;92:251.

BibTeX EndNote RefMan RefWorks

Perform a search and click on the article you want to import into EndNote
In the text of the article, click on ‘Cite’ at the top left and at the bottom you can choose ‘Export RIS

file’

When you open the downloaded reference, it will be added to EndNote

m Criminal Justice Journals ~

PN
HEINONLINE

Search Criminal Justice Journals

Advanced Search | Search Help | Citation Navigator

Databases $ Criminal Justice Journals €9 % American Journal of Criminal

Contents & 6 :e

Title Page

Page i[8

Issue 1 - Fall 2021
Page iv[8

Table of Contents
Page iv[B

Charging Riots and Insurrections at the Seat of Government

Carback, Joshua T.

Page 1[8

Special Matters: Filtering Privileged Materials in Federal Prosecutions
Frohock, Christina M.

Page 63[8

Executing Privacy: Punishing and Deterring Unreasonable Police Conduct
Mazloumn, Ahmad S

Page 95[8)

Issue 2 - Spring 2022
Page iv[A
Table of Contents
Page iv[&

A Lost Chapter in Death Penalty History: Furman v Georgia, Albert Camus
the Normative Challenge to Capital Punishment
Jouet, Mugambi

_
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BEEE %RNQAQcL

Article

1 vy

CHARGING RIOTS AND INSURRECTIONS AT
THE SEAT OF GOVERNMENT

Joshua T. Carback*

L In

IL. Treason......

A. Treason Against the United Kingdom of Great Britain

1. The Treason Act of 1351

2. Additional Procedural Protections..............
B. Treason Against the United States of America..
1. Levying War Against the United States.......
2. Conspiracy to Levy War Against the United States
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https://heinonline.org/HOL/Welcome

Chte this document PinCite this document -

Bluebook 21st ed Camilla A. Hrdy & Mark A Lemley, Abandoning Trade Secrets, 73 Stan. L.
Rev. 1 (2021).

ALWD 7th ed Camilla A. Hrdy & Mark A Lemley, Abandoning Trade Secrets, 73 Stan. L.
Rev. 1(2021)

APA7thed Hrdy, C. A, & Lemley, M. A. (2021). Abandoning trade secrets. Stanford Law
Review, 73(1),1-66.

Chicago 17th ed Camilla A. Hrdy; Mark A. Lemley, "Abandoning Trade Secrets," Stanford Law
Review 73, no. 1 (January 2021): 1-66

McGill Guide Sthed.  Camilla A. Hrdy & Mark A. Lemley, "Abandoning Trade Secrets” (2021) 73:1
StanLRev 1

AGLC 4th ed. Camilla A. Hrdy and Mark A. Lemley, ‘Abandoning Trade Secrets' (2021)
73(1) Stanford Law Review 1

MLA 9th ed Hrdy, Camilla A., and Mark A. Lemley. "Abandoning Trade Secrets.” Stanford
Law Review, vol. 73, no. 1, January 2021, pp. 1-66. HeinOnline,
https://heinonline.org/HOL/P?h=hein journals/stfir73&i=9

0SCoLA4thed.  Camilla A. Hrdy & Mark A. Lernley, 'Abandoning Trade Secrets' (2021) 73 Stan
LRev1

Export to Refworkq | Export RIS file |[Export Text File | Export to NoodleTools | Export to Endnote

ProQuest

— Open your browser in Athena

— Go to ProQuest (directly from http://search.proquest.com or from lib.ugent.be)
— Perform a search

— Check the articles you want to export to EndNote and click 0 Select ‘RIS’ in the pop-up that
appears.

— Click ‘Continue’ in the next pop—up window.

— When you open the downloaded reference, it will be added to EndNote.

Cite ®

Items selected: 1 (0 Deselect items when done

Copy citations directly into your paper
MLA 8th Edition v

Works Cited

von Roenne, Anna, et al. "Reproductive Health Services for Refugees by
Refugees: An Example from Guinea." Disasters, vol. 34, no. 1, 2010, pp. 16-
29, ProQuest, https://www.proquest.com/scholarly-journals/reproductive-
health-services-refugees-example/docview/60326314/se-2?
accountid=11077, doi:http://dx.doi.org/10.1111/j.1467-
7717.2009.01112.x.

RefWorks

Consult RefWorks style guidelines to check the accuracy
and completeness of your citations.

Export to a citation manager or file

O 006 90

RefWorks EndNote, NoodleTools EasyBib Microsoft
Citavi, etc Excel Format
—_
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Ghent University catalog

— Open your browser in Athena

— Go to lib.ugent.be and perform your search

— Click on the title you want to import, go to reference details (at the bottom of the page) and click
‘Citing’ — ‘Download RIS file’.

Reference details

Details Citing For librarians For developers

Permalink https://lib.ugent.be/catalog/rug01:001793809
MLA: The Official Guide to the Toefl Test. 3rd ed. New York: McGraw-Hill, 2009.
APA: (2009). The official guide to the TOEFL test. 3rd ed. New York: McGraw-Hill.
Chicago: The Official Guide to the TOEFL Test. 3rd ed. New York: McGraw-Hill, 2009.
RIS:

TY - BOOK
http://1ib.ugent.be/catalog/ruge1:001793809
ID - rugel:001793809

<
E
'

ET - 3rd ed.

LA - eng

TI - The official guide to the TOEFL test
PY - 209

SN - 9788071624053

SN - 0871624058

PB - New York : McGraw-Hill

ER -

Download RIS file

Biblio (Ghent University Academic Bibliography)

— Open your browser in Athena

— Go to biblio.ugent.be and perform your search

— Add the references you want to export to your personal list via ‘add to list’.
— Navigate to your personal list, click on ‘actions’ and select ‘Export list’.

— Select ‘RIS (Reference Software)

Export "My List"

BibTeX v
BibTex

sV

Excel

Excel (XLSX)
Text

Word

FWo

3.214 Searching through EndNote

It is possible to search various external databases directly through EndNote. However, keep in mind
that searching from EndNote does not offer the same capabilities as the search functions in the
databases themselves.

—_
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2 Sync Configuration

 All References
L Recently Added
B unfiled
W Trash
Vv MY GROUPS
(@ Strafrecht
> My Groups
> FIND FULL TEXT
> GROUPS SHARED BY ...
v ONLINE SEARCH
@ Library of Congress
@ LISTA (EBSCO)
@ PubMed ( ]
® U Gent
@ Web of Science C...

more...

In the ‘groups’ tab on the left you will find some direct links to frequently used databases, such as the
Ghent University library catalog (lib.ugent.be), or Web of Science. Clicking on '‘More' will show you other
options.

When you select a database, EndNote connects to this database and a search screen appears at the

top of the reference list panel. Here you can formulate iour search ﬁueri.
U Gent

< Sync Configuration Author | [Contains v‘ ’arendt ‘ E]

[ All References 4 ’And v‘ Year v ‘Contains o ‘ B
a ‘ L
¥ REOefuly de |And v|[Title  +|[contains ~|| \
B Unfiled 3
W Trash ) X Clear search Search options v m
Vv MY GROUPS

@ Strafrecht 1 Searching U Gent

Retrieve results: 25 50 75 100 .. 164
> My Groups
~

> FIND FULL TEXT O Author Year Title Rating Journal
> GROUPS SHARED BY ... O Arendt, Hann.. 1960 Vita activa oder Vom tatigen Leben
V ONLINE SEARCH O Arendt, Hann... Vita activa oder Vom tatigen Leben Piper Paper...

@ Library of Congress

@ LISTA (EBSCO) O Arendt, Hann.. 1985 Between past and future : eight exerci... Penguin bo...

@ PubMed (NLM) O Arendt, Hann.. 1973  Men in dark times Pelican boo...

@ U Gent

@ Web of Science C... O Arendt, Hann.. 1976 Eichmann in Jerusalem : a report on th... Penguin bo...

MOFE... O Arendt, Hann.. 1959 The human condition Anchor boo...

Click 'Search': all sources that match your search will now appear in the list below the search bar. The
references found are not immediately added to your library.

To add references, select the sources you want to add in EndNote and click on the plus sign at the top
right of the search results

—
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Searching U Gent @
Retrieve results: 25 50 75 100 .. 164

O Author Year Title Rating Journal
O Arendt, Hann.. 1960 Vita activa oder Vom tatigen Leben
O Arendt, Hann... Vita activa oder Vom tatigen Leben Piper Paper...
Arendt, Hann... Between past and future : eight exerci... Penguin bo...
O Arendt, Hann.. 1973 Men in dark times Pelican boo...
O Arendt, Hann.. 1976 Eichmann in Jerusalem : a report on th... Penguin bo...

Arendt, Hann... The human condition Anchor boo...

Your selected references are then added to your library in EndNote.

3.3 Using your library
3.3.1 Groups

Working with groups makes it easy to classify and find your references according to your own criteria.
There are two possibilities: smart groups and custom groups. You can always place a reference in

different groups. If you want to return to all references, select the field 'All references'. (5 All References

Smart Group

A smart group allows you to find certain references via a search query and add them to the group. You
can create a smart group via the 'Groups' - ‘Create Smart Group' menu.

Custom Group

A custom group is a custom selection of references. You create this group by selecting a number of
references and choosing '‘Add References To' - 'Create Custom Group' from the 'Groups' menu. Later
you can add new references to your custom group by dragging them from the reference list to the
appropriate group. References removed from a group are not removed from your library.

It is also possible to create a group set, a separate collection of groups.

ote Library.enl

File Edit References Groups Library Tools Window Help

Refugees

% Sync Configuration ‘

[ All References

A Recently Added

B Unfiled Refugees
W Trash 0 3 References
v MY GROUPS Author Year Title
(@)Refugees
@ Strafrecht 3 Arendt, Hann.. 1959 The human condition
> My Groups Arendt, Hann.. 2017 We refugees
> FIND FULL TEXT Vitikainen, A. 2020  LGBT rights and refugees: a case for pr...
> GROUPS SHARED BY ...
—_
T TITLE DATE PAGE
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3.3.2 Searching within your library

The search bar allows you to search your library in full (entire library) or in part (groups). To do this,
select the part of the database you wish to search in the Group panel and use the search bar in the
reference list panel. Then build the search queries by linking the different search terms together using
Boolean operators (and, or, not, ...) and click on 'Search'.

Edit References Groups Library Tools Window Help

All References

& Sync Configuration Iarendtl o\l

[Z] All References X Clear search Advanced search

® Imported References

A J Searching All References & @
B Unfiled 9 4 References
W Trash
Author Year Title Rating Journal Last
v MY GROUPS
=) Refugees Arendt, Hann.. 1959 The human condition Anchor boo.. 16/07
B strafrecht Arendt, Hann.. 1985 Between past and future : eight exerci... Penguin bo..  16/07
> My Gr
YRLOLpS Arendt, Hann.. 2017 We refugees Internation..  9/07,
V FIND FULL TEXT
Arendt, Jerm.. 1979 Foreign language learning, today and ... 16/07

3.3.3 Searching for full text

By right-clicking on a reference in your library and selecting 'Find full text', it is possible to have EndNote
search for full text versions of works whose reference you have entered in your EndNote library. The
results are displayed under 'Find full text' in the Group tab. Of the articles found, a link or the pdf file will
be added to the record in EndNote. It is recommended to check added links and if possible still save
the pdf file, as links are not always stable.

Library Tools Window Help

Found PDF

nc Configuration B Vitik...,, 2020 #4 Summary Edit

Advanced search
‘T}'\ Vitikai 2020-LGBT rights and ref... v

i JR®

LGBT rights and refugees: a case for prioritizing
LGBT status in refugee admissions

vV MY GROUPS Author Year Title Rating Journal Last

@ Re

@ strafrecht Vitikainen, A. 2020 LGBT rights and refugees: a case for pr... ethics &Gl 16/07 [

>MyG Ethics & Global Politics 2020 Vol. 13 Issue 1 Pages
My Groups

64-78
V FIND FULL TEXT
Accession Number: WOS:000522124400004 DOI:
10.1080/16544951.2020.1735015

Found PDF
[® Not found

3.4 Print

It is possible to print all or part of a database/library in the desired style. It is also possible to 'print' as a
Word file or pdf file.

Create print/pdf file

— Determine the appropriate output style

— Select the references to be printed

— Select 'File' — ‘Print’

— To create a pdf file select pdf-creator as printer

—
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Create a file that is editable with Word

— Determine the appropriate output style

Select the references to be printed

— Select 'File' — ‘Print’

Select ‘Rich Text Format’ as the file type (extension .rtf)

—
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4 ENDNOTE (21) AS A WRITING AID

Be sure to open both Word and EndNote through Athena.

4.1 Cite while you write
41.1 Introduction

The dynamic link between EndNote and Word allows you to invoke EndNote's references and
(formatting) capabilities while writing, the ‘Cite While You Write’ principle. Moreover, if both EndNote
and Word are open, you can easily switch between the two programs.

When you insert references in Word, a bibliography is automatically created at the end of the text. This
bibliography is formatted based on the selected Output Style.

To use this functionality it is important that you open Word through Athena. In Word on Athena, the
EndNote toolbar is always available.

AutoSave (8 off) = Document] - Word ,o Se

File Home Insert Design Layout References Mailings Review View Help EndNote 21 Foxit PDF
EN Go to EndMote Style:  APA Tth || BB Categorize References « ] Export to EndMNote ~

2

- @"Edit&l‘v’lanage Citation(s) LE,' Update Citations and Bibliography Instant Farmatting is Off ~ ‘Uﬂ'ﬁManuscript Matcher .
nse — elp

Citation ~ L':;':;.Edit Library Reference(s) EConvem Citations and Bibliography = Preferences
Citations Eibliography 7] Tools

4.1.2 Adding a reference

Before you add a reference, make sure the cursor is in the right place in the text. A reference always
appears in the same place where it applies. It is important to know in advance whether a reference style
works with footnotes (references at the bottom of the page, e.g. V&A), or with references within a text,
e.g. APA. If the reference style uses footnotes, you must first click on 'References > 'Insert Footnote' in
Word and only then use EndNote to insert a reference. The bibliography is automatically added at the
end of the document.

There are 2 ways to insert a reference.

1. Via ‘Insert Citation’ — ‘Insert Selected Citations’
— Select the 'EndNote 21' tab in the toolbar at the top

— In EndNote, select the desired reference

— Put the cursor in the right place in Word

— Click on ‘Insert Selected Citation(s)’
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Home Insert Design

EN Go to EndMote

[ Edit & Manage Citation(s)
” g

[} Edit Library Referencefs)
T Y

Insert Citation...

Insert Mote...

i)
IE_"Q Insert Selected Citation(s)
1
oot

Insert Eigure...

2. Via ‘Insert Citation’ — ‘Find and Insert Citation’

— Select the 'EndNote 21' tab in the toolbar at the top

— Put the cursor in the right place in Word

— Click on ‘Insert Citation’

— All references matching the search term will be displayed. Select the desired reference and click
'Insert'.

EndNote 21 Find & Insert My References

hardyns ~ | Find Search:  Libraries w

Author  Year Title

2022 A systematic literature review on evaluating multi-agency working in the domain of radicalisation and...
Pauwels 2016 Problematic youth group involvement as situated choice. Testing an integrated conditions-controls-e...
Rumme.. 2021 The effect of spatiotempaoral resolution on predictive policing model performance

Snapha.. 201% Environmental criminology in the big data era

Reference Type Book Section ol
Record Number 70
Author Dorme, Lien
Klima, Moel
Pauwels, Lieven
Hardyns, Wim
Year 2022
Title A systematic literature review on evaluating multi-agency working in the domain of radicalisation and
vialent extremism h

Insert |~ Cancel Help

Library: My EndMote Library.enl 4items in list

In either case, you can insert multiple references in a footnote or in the text itself. To do this, simply
select the second reference and click ‘Insert Selected Citation’, or find the second reference using the
second method. The different references are then separated by a semicolon and comma - depending
on the output style.

4.1.3 Output Style

The references and bibliography are displayed in your chosen reference style. You can adjust this
output style via the 'EndNote 21' > 'Style' tab. This way you don't have to spend hours manually entering
and editing the footnotes and bibliography.

If you want to publish in a journal, a specific output style is often required. This can usually be found
under 'author instructions' on the journal's website. It may be a generic or journal-specific referencing
style. For many of these journals a specific EndNote output style is available. You can select these
reference styles when clicking on 'Style' > 'Select Another Style'. Note that journal names are often
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abbreviated, so you cannot search by full terms. For example, European Review of Private Law
becomes Euro Rev Private Law.

Since V&A is a frequently requested reference style within the legal field in Flanders, this will be
discussed in the next section.

4.1.4 Editing and deleting references

The bibliography is a field, linked to your database/library. It is best not to make changes in the Word
document itself, since they are normally overwritten again the next time EndNote modifies the
references. It is better to make corrections directly in EndNote. The adjustments will be implemented
immediately.

Edit reference

Select the reference, and click on 'Edit Library Reference(s)'. This will lead you to the reference in
EndNote where you can make the necessary adjustments. Remember to click 'Save' to save the
adjustments. This changes will not immediately be reflected in Word. To do that, click ‘Update Citations
and Bibliography’, which will apply the changes to citations and the bibliography.

Delete reference
Select the reference, click on ‘Edit and Manage Citation(s)’, and then select ‘Remove Citation’ under
‘Edit Reference’ to the right of the appropriate reference.

Adding specific pages, additional information, ... to a footnote or in-text citation

Some reference styles support references to specific pages in a book/article/... Since entering a
reference in Word with EndNote sometimes involves an entire publication, the specific pages must be
entered later. This can be done by selecting the reference, selecting 'Edit and Manage Citation(s)’ and
entering the specific pages under 'Pages'. If you wish to reference more specifically than the page (e.g.
marginals), this can also be entered in the 'Pages' box after the pages.

E. DE BUSSER, Data protection in EU and US criminal cooperation, Antwerp, Maklu, 2009, 474 p.
then becomes:
E. DE BUSSER, Data protection in EU and US criminal cooperation, Antwerp, Maklu, 2009, 120-122.

It is also possible to add other things before or after the reference such as pages (in case the '‘pages'
field is not supported) or additional information such as '(unpublished)'. This can be entered in the 'prefix’
or 'suffix’ field, respectively. The prefixes and suffixes are displayed in exactly the same way as entered,
including spaces.

Editing footnotes in a Word document

Sometimes a reference style will contain errors or the result is not fully satisfactory. These adjustments
only happen at the very end, once the document is completely finished. At that point a copy(!) of your
document should be saved, then in this copy go to the 'EndNote 21' tab. Click on 'Convert Citations and
bibliography' — '‘Convert to Plain Text'. The references are then no longer linked to the EndNote library
and can be edited freely.
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Home Insert Design Layout References Mailings Review View

[F) EN Go to EndMote Style: |V&A |'| E}k— Categorize R
I 'E_l’,‘ Edit & Manage Citation(s) E‘ Update Citations and Bibliography Instant Forrr
nsert

Citation ~ E;'x. Edit Library Reference(s) |TE|\ Convert Citations and Bibliography ~ |

Citations [% Convert to Unformatted Citations
[E} Convert te Plain Text
Convert Reference Manager Citations to EndMote

mﬂ Convert Word Citations to EndMote

Editing in-text citations

Some reference styles, such as APA (see below), do not use footnotes, but put a summary description
of the work in the text. The full reference can be found in the bibliography. EndNote can easily switch
between different views, e.g. from '(Vermeulen, 2020)' to 'Vermeulen (2020)', according to your
preferences. This is done by right-clicking on reference, going to 'Edit Citation(s)' and changing the style
to e.g. 'Author (Year)' or 'Exclude Author'.

4.1.5 Preferences
Via the ‘Preferences’ button you can set your preferences for working with EndNote.
EndNote and Word are in constant communication with each other (=instant formatting). In some

situations, such as large libraries, many references in a text or a slow computer, this can cause Word
to work very slowly. In that case, it is wiser to turn off the instant formatting option.

In Word, click on the EndNote 21 tab and select ‘Turn Instant Formatting Off’. It is now possible to edit
your text or add new references, but they will not be put in the correct style until you issue the '‘Update
Citations and Bibliography' command yourself.

Home Insert Design Layout References Mailings Review View EndMote 21
|,,| EN Go to EndMNote Style: |‘u’&'ﬁ« |'| @Categorize References ~ Export
I O‘ F‘,’, Edit & Manage Citation(s) LE,' Update Citations and Bibliography |Instant Formatting is Off ~ | ﬂﬂﬁl’v‘lanus
nsert
Citation ~ [ Edit Library Reference(s) B2, Convert Citations and Bibliography ~ Turn Instant Formatting On fere
Citations Bibliography Cenfigure Instant Formatting...
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5 USING V&A AS REFERENCE STYLE IN ENDNOTE

Within the legal field in Flanders, the rules established by the Committee Juridische Verwijzingen en
Afkortingen (V&A for short) are ubiquitous. Unfortunately, no V&A output style is provided by EndNote,
so Ghent University’s Faculty of Law and Criminology developed one themselves. If you use the Athena
version of EndNote, you can select it under ‘Tools’ > 'Output Styles' > ' Open Style Manager'. Once it
has been added, the V&A output style will appear in the list under ‘Output Styles’. The same goes for
Word, where you will find it in the ‘Styles’ drop-down or can add it via ‘Select Another Style’.

An important note: EndNote is a software package that has a broad target audience. However, the legal
field has specific reference rules that are anything but uniform across borders. This makes it difficult to
reference foreign legislation and case law. Added to this is the fact that EndNote is American software,
so the fields to be inserted are not always adapted to the requirements for references to Belgian
legislation and case law. The EndNote V&A output style will correctly refer to Belgian legislation and
case law. In contrast, foreign legislation and case law will often have to be entered manually. Remember
that consistency is important, even if your references do not fully conform to the desired style. If you
write for the Anglo-Saxon jurisdiction and use Anglo-Saxon sources, you might want to consider using
OSCOLA, the EndNote output style developed by the Faculty of Law of Oxford University. It is available
in EndNote. More information about this output style can be found at https://www.law.ox.ac.uk/research-
subject-groups/publications/oscola-styles-endnote-latek-refworks-and-zotero.

Below you will find what rules to observe when referencing with EndNote using the V&A style. Often
these are V&A rules that must be applied and are merely repeated here, sometimes they are about the
limitations of EndNote.

! Footnotes must always be edited in Word or will be incomplete! Once the footnote is added in Word
you still need to list the specific pages you are referring to by right-clicking on the reference, selecting
‘Edit citation' and entering the specific pages under 'Pages' (see 4.1.4 above).

Books

— If the book is published in different places, you only need to enter the first place of publication in
your EndNote reference (=V&A rules).

— If the place of publication is unknown, EndNote will not automatically choose 's.l.". Therefore, you
should include 's.l." in the 'Place Published' field. In other words, EndNote only converts the data into
the desired form, you still have to provide the content yourself.

— If the year of publication is unknown, EndNote will not automatically list 's.d'. Therefore, you should
enter 's.d." in the 'Year' field. However, if the work is loose-leaf, you must - as V&A rules stipulate -
include ‘'losbl." in the 'Year' field

— Because EndNote cannot work with 'if-then’ formulas, if neither the place nor the year of publication
are known, it will be displayed like this: '"AUTHOR, Title, s.I., s.d., number of p.' instead of 'AUTHOR,
Title, s.l.n.d., number of p." However, you can fix this by inserting s.l.n.d. in the 'Year' field, or adjust
this later when you convert the reference to plain text (see below).

— The problem with entering 's.I' or 's.d' in the place and year of publication fields, respectively, ensures
that this will also appear if you change the reference style, e.g. to APA. So, in the few cases where
no location or year are mentioned, you can choose to leave these fields blank and manually edit the
footnote/bibliography at a later point.

— If a book has multiple volumes and you are referring to a specific volume, list the volume in Roman
numerals in the ‘Volume’ field (=V&A rules).

— In a footnote, the total number of pages of the book will not be listed, since usually specific
passages/pages are referred to. Those pages are inserted as described above. If you still want the
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number of pages listed, you can use the same technique but list the number of pages in ‘suffix’
instead of ‘pages’.

Webpage

If you want to mention the date the website was accessed, you have to enter both ‘access date’
(day, month) as well as ‘access year’.

Journals

Journal names are automatically abbreviated if they were included in the appendix of the booklet
Juridische Verwijzingen & Afkortingen (edition September 2022) or on rechtsaf.be. To do this, you
need to do the following: in EndNote, go to 'Library' > 'Define Term Lists'. There you select ‘Journals’
- 'Import list' and open the 'Terms List' folder. There you select ‘Lijst afkortingen Belgische Law
Tijdschriften (V&A).txt' and click 'Open’. For legislation or case law, the sources cannot yet be
abbreviated automatically and you have to enter the abbreviated source yourself in the desired field
(e.g. 'source").

If a journal has continuous page numbering (i.e. does not start at 1 each issue) you do not have to
include the issue number according to the V&A rules. Therefore, in that case, do not enter an issue
number (‘Issue’), or EndNote will still list it in the footnote.

Don't forget to enter the first page of the article in the 'Start Page' field if you later want to refer to a
specific passage in the article.

If the article is a note (note to case law), and this note has a title, state this in the 'Type of Article'
field, e.g. Noot onder Cass. 21 juni 2002.

If the article is a note, but this note does not have a title, it is referred to as a standard article, and
enter ‘noot onder ...’ in the 'Title' field (=V&A rules).

If a journal covers two years (e.g. Rechtskundig Weekblad), for the second year, only enter the last
two digits in the 'Year field, e.g. 2004-05 instead of 2004-2005 (=V&A rules).

Contribution in an edited book

A contribution in an edited book (several authors each write a section of a book that is edited by one
or more editors) is entered as 'Book Section'.

Edited book

For references to an edited volume you use ‘Edited Book’.

Newspaper article

Put the year of publication in the ‘Year’ field. You enter the date in the ‘Issue Date’ field in the ‘day
month’ form (e.g. ‘3 augustus’ for ‘Issue Date’ and 2011’ for ‘Year’).

Serials

For references to serials you use ‘Serial’.
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PhDs, dissertations, master’s theses, etc.

For references to doctorates, dissertations and master's theses, choose the 'Thesis' category. The
type of work is listed in the "Thesis type' field, e.g. doctoral thesis, master's thesis, etc. However, if
these works are published, you choose ‘Book’.

Remember to fill in the field ‘Academic Department’ (e.g. Law and Criminology) and ‘University’.

Reports, working papers, policy documents, etc.

For references to reports, select ‘Report’

The year is entered in the 'Year' field, the rest of the date is put in the 'Date’ field. The date can only
be displayed correctly if the month is written in full or if no dots are put between the day and the
month. If the month is entered as a number with a dot between the day and the month, the final
result will show a space between the month and the year (which you can always correct manually
afterwards, of course). So preferably ‘2 juni' or '02 06', but not '02.06'".

If the report has a number, this can be mentioned under 'Document number'.

Legislation

For references to legislation, select ‘Statute’

You can choose to insert the article number in EndNote, but then the EndNote reference can only
be used for one article. It is recommended to insert the article number or paragraph number once
the reference is inserted in Word. You do this by right-clicking on the reference > 'edit citation' >
'more' > 'Prefix' e.g. 'art. 282"

Anything that should come after the page of the citation should be entered manually via 'Edit citation'
> ... > 'Suffix’, e.g. note.

The publication must always be entered in abbreviated form (e.g. BS instead of Belgisch Staatsblad)
in the 'Source' field.

The abbreviation of the law or code must be entered in the 'Short Title' field. The V&A output style
will then use the short title, but other reference styles may prefer the official (longer) name. (E.g.
Privacywet in 'short title' but ‘Wet van 8 december 1992 voor de bescherming van de persoonlijke
levenssfeer ten opzichte van de verwerking van persoonsgegevens’ in 'Name of Act').

Sometimes it is necessary to indicate the edition of the Staatsblad, e.g. when there are several
editions of the same date. The edition is indicated in the "Volume' field.

The date of publication in the Staatsblad or another source is entered in the 'Date Enacted' field.

If there is a statute number, it can be entered in the 'Statute number field.

Case law

For case law, select ‘Case’.

Enter the docket number in the ‘Docket Number’ field. If there is more than one docket number, all
docket numbers are entered separated by a comma and 'en' is entered between the last two
numbers. Abbreviations should also be listed (e.g. AR, nr.,...)

The source is entered in the 'Reporter' field.

Journal names are automatically abbreviated. For legislation or case law, the sources cannot yet be
abbreviated automatically. The court must be entered abbreviated in the 'Court' field (e.g. HvB,
Cas.). The source must be written in full in the 'Reporter' field and abbreviated in the 'Reporter
Abbreviation' field.

In case the names of parties are relevant, they are mentioned in the Title' field. Put a slash between
names of different parties.

The year of the journal/source should be given in the 'Volume' field, e.g. RW 2009-10 or BS 4 mei,
2008.

In the 'Year decided' field the year is given, in the 'Date decided' field the day and month.
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— Enter additional information manually once the reference is added in Word. Right-click on the
reference > 'edit citation' > 'more" > 'suffix’, e.g. 'noot S.VAN OVERBEKE' or '[reference to conclusion
only].

Footnotes
— Ifafootnote refers to a specific passus, as mentioned above, you must click on the specific reference
in Word and go to 'Edit citation' > 'more' and list the specific pages there.

Bibliography

— Itis often expected that the bibliography is divided into legislation, case law and doctrine. Select the
desired references in EndNote (easy if you have created a 'Group' with the references used during
a particular study) and select 'Subject Bibliography' from the 'Tools' menu in EndNote. Select
'Reference Type' and click on 'OK'. Select the 'Reference Types' that fall under Legislation, Case
Law or Doctrine respectively (ctrl to select multiple reference types) and press OK. You are then
given the option to print, change the layout, create a pdf (via CutePDF or PDFcreator) or you can
copy and paste the text into a Word document.

Extra

— The V&A rules do not contain rules for every type of source.

— If you refer to an online source of an article or book, state it in the 'URL' field. The V&A rules require
that if you mention an online source, you separate it from the preceding information by the word 'en’'.
However, when using EndNote, a comma will be placed.
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6 USING APA (7TH) AS A CITATION STYLE IN ENDNOTE

Within the criminology programme, APA is usually preferred as a citation style. This citation style,
established by the American Psychological Association, is currently in its 7th version.

Some general characteristics of the APA referencing style :

— references to the text itself with the name of the first author(s) (hame—date system)
— book title or journal name in italics

— bibliography alphabetical by author

— edited volumes use the name of the editor, unless referring to a specific contribution

The specific rules related to this reference style are well documented and further explained in the
Encyclopedia of Criminological Sciences course.

In the criminology programme at UGent, the guidelines regarding the use of the APA reference style,
possibly in combination with the V&A reference style, are very clear:

Students should use one — or if required, a combination — of the two following reference styles: (1) the
American Psychological Association (APA) style or (2) the Juridische Verwijzingen en Afkortingen
(V&A) style.

For a paper with only social science sources, the APA style will be used. A paper with primarily legal
sources will use the V&A style.

If a paper contains both social science and legal sources, a combined system is adopted, using V&A
style (with footnotes) for legal sources and APA style (in—text references and bibliography) for social
science sources.

Automatically combining both styles in one document via EndNote is not possible. In this case, for the
sources referenced via the APA style, it is recommended to use the EndNote plugin in Word. For the
sources referenced using the V&A style, you can use the footnote function (References > Insert
footnote) in Word. You then add those sources manually.
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USEFUL LINKS

Helpdesk DICT: https://helpdesk.ugent.be/software/en/endnote.php
Here you will find more information about the programs, sample databases and instructions for
installing the programs.

Website EndNote: http://www.EndNote.com

In case of questions or problems, please contact: libservice@ugent.be of lawlib@ugent.be

Version December 2023
Faculty library Law and Criminology

Kathleen D’hanis and Lucas Rabaey

kathleen.dhanis@ugent.be and lucas.rabaey@ugent.be

Tel. 09 264 67 87
Universiteitstraat 4
9000 Gent

Tips and remarks are always welcome at lawlib@ugent.be
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