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1 WHATIS ZOTERQO?

Zotero 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. EndNote
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 Zotero 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, ...,

— 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 (International Review of Law and Economics,
British Journal of Criminology, etc...),

— import pdf files and link these to references in Zotero,

— compose ordered bibliographies (e.g., by subject) and group references within a database,

— look up the full text of an article.
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2 INSTALLING ZOTERO

Zotero is open source software: this means you can download it for free from the website (contrary to
EndNote for example, which requires a subscription). There you will find three components to make full
use of Zotero: the standalone program, the browser plugin and the word processor plugin.

— The standalone program is the reference manager itself, which you can also use offline after
downloading. Choose the appropriate operating system, open the file that is downloaded and follow
the instructions to complete the installation (for the ‘Setup Type/, it is best to choose ‘Standard’).

— Zotero Connector is the browser plugin for Zotero, which will allow you to easily add references you
find online to your library (cfr. infra). Choose your preferred browser (Chrome, Firefox, Edge or
Safari) and click ‘Install [...] Connector’. You can then add the extension to your browser. If you
work with Safari, you do not have to download Zotero Connector, only activate it. To do so, go to
Safari (top left when you have a browser window open) — ‘Settings’ — ‘Extensions’. Restart your
browser after installing or activating the plugin.

Log In - Register

zotero

| o'l Groups Documentation Forums  Get Involved SeaTel ]

e

Zotero 6 for Windows Zotero Connector

Your personal research assistant Save to Zotero from your browser

Install Chrome Connector

Zotero Connectors automatically sense content

Home > Downloads

.

Other platforms as you browse the web and allow you to save it
macOS - Linux 32-bit - Linux 64-bit to Zotero with a single click

ter ctors fi tl rowsel
Installation Help Zotero Connectors for other browsers

— The plugin for word processors (e.g. Microsoft Word) is installed automatically when you start
Zotero for the first time. If you don't have a word processor on your own computer, you can install
Office for free on your own PC via Ghent University. With this plugin you will be able to easily add
references and a bibliography to the text you are writing.

If you do not see the plugin in Word after installing Zotero, you can still install it manually using
Zotero. To do that, in Zotero go to ‘Edit’ — ‘Preferences’ — ‘Cite’ — ‘Word Processors’ — ‘Install
Microsoft Word Add-in’.
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Zotero Preferences

© d O&E X

General Sync Search Export Cite Advanced

Styles Word Processors

Microsoft Word
The Microsoft Word add-in is currently installed.

Reinstall Microsoft Word Add-in

LibreOffice
The LibreQOffice add-in is not currently installed.

Install LibreOffice Add-in

[ Use classic Add Citation dialeg

If you want to access your reference library from anywhere (not just on your own device) and share
references and resources via groups, you also need to create an account. This can be done via
https://www.zotero.org/user/reqister/, where you can enter the requested data to register. You can
change these afterwards (including your e—mail address).

Important: for the rest of this manual, we assume you are using a Windows PC or laptop, not a
MacBook. On a MacBook, the operations will be analogous to those described here, but may differ
glightly here and there.
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3 SETTING UP AND USING YOUR ZOTERO LIBRARY

3.1 Home screen

- 0 X
D- A & &~
~ @ My Library Title Year Creator Publisher Item Type Date Added " Info  Notes Tags Related
FWO-aanvraag Artikel J0C14/1 WER: een... 2023 Toremans Journal Article  5/2/2023, 3:26:44 PM
reference Item Type Joumnal Article
Test Title Artikel XX.14/1 WER: een
onderzoeksmaatrege! ter
Werking paper Mainz bestrijding van misbruik in het
My Publications kader van
Duplicate htems insolventieprocedures
Unfiled ftems ~ author Toremans, T.
Abstract
Trash
Publication Tijdschrift voor Insolventie- en
Beslagrechi (TIBR)
# Group Libraries Volume 2023
~ @ Essay Issue 1
Bronnen Pages 1-18
Duplicate items Date 2023
Unfiled Items Series
i Trash Series Title

In this panel you can easily navigate between the full reference list, parts of that list (collections),
duplicate items, etc.

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.

By right clicking on one of the columns it is possible to show other fields. It is also possible to change
the order of the fields by dragging the columns.

If you have attached a pdf of a source, you can access it by clicking on the pdf icon in the ‘attachments’
column.

The search bar at the top right allows you to search by keywords within your own library.

Reference

Within this panel you view the currently selected reference. The ‘Info’ tab allows you to quickly make
changes to references. In the other tabs you can add notes, labels and related resources, but that is
beyond the scope of this manual.

TTE TITLE DATE PAGE
(ENT Zotero manual (law and criminology programmes) December 2023 6/26

UNIVERSITY



3.2 Creating alibrary

Zotero always works within ‘My Library’: this is your general library that will be linked to your profile
when you create it. Within that general library you can create collections (libraries) and subcollections
(groups). You can create a new collection by choosing ‘File’ — ‘New Collection’ or by clicking on the
yellow folder with the green plus sign underneath (the ‘New Collection’ button).

If you want to access your library and sources from anywhere (not only from your computer), it is
important to link Zotero to your account (cf. part 2) to synchronize your library. To do that, go to ‘Edit’ —
‘Preferences’ — ‘Synchronize’. There you enter your account information to set up synchronization.

Zotero Preferences X
] = | &
General Sync Search Export Cite Advanced
Settings Reset

Data Syncing

Username: | lucasrabaey | Create Account

Password: | |

Set Up Syncing

Since the free version of Zotero has a data limit of 300 MB, you can save space by choosing to be able
to access linked files (e.g. the pdf of an article) only from the online version. To do this, uncheck ‘Sync
as Full Text Content’ in the sync preferences where you linked your account.

3.2.1 Entering data

In this manual, we discuss five different ways to add references in Zotero: adding references manually,
importing pdf files, using an identifier (ISBN or DOI), importing directly from a database with an RIS file,
and importing directly from a database with the browser plugin.

Important: This guide assumes on-campus use of your computer, or off-campus with a VPN
connection. If you are working off-campus with a browser through Athena, you will first need
to move the RIS files (3.2.1.4) to your local drive (via the File Explorer on Athena). Through
Athena, you will also not be able to install the browser plugin (3.2.1.5).
If you want to access Ghent University’s online resources off-campus, you will need to use a
browser through Athena or set up a VPN connection.
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3.21.1 Manually &3

Infe  Motes Tags Related

ltem Type Journal Article

Title
w Author (last), (first)

Abstract
Publication
Volume
Issue
Pages
Date
Series
Series Title
Series Text
Journal Abbr
Language
[ale]]
155N
Short Title

— Click ‘File’ — ‘New Item’ or the green plus sign o .

— First choose the appropriate source type (e.g., ‘Journal Article’).

— The fields to be filled in will vary slightly depending on the source type you choose. The first fields
are often required to arrive at a complete reference (e.qg., title, author, publisher, journal title, journal
edition, etc.). The additional fields are not mandatory, but are useful to complete the data.

— Names of authors are entered as follows: last name, first name. Sometimes the author of a
publication is not a person but an organization. To enter those, you can click on the box next to the
field where you enter the author's name. This will change the two fields for first and last name to one
field, where you can enter the name of the organization.

— If there is more than one author, organization or editor, you must list them as well. Add an additional
author or editor by clicking the plus sign.

— When entering indexed fields (author, journal title and keywords), data are automatically suggested
using previously entered references.

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

3.21.2 Importing pdf files

Zotero provides the ability to import a pdf file, immediately adding both the reference and the file itself
to your library.

Adding references based on pdf files is only possible for pdfs with the appropriate metadata (e.g. from
full text scientific databases). You can easily do this by dragging the pdf file into the reference list of the
(sub)collection in which you want to add the reference. Zotero will then automatically create a reference
based on the information in the file, and link the file to that reference. Don’t forget to check this automatic
reference: there is a chance that Zotero still makes small mistakes, because the information in the pdf
is wrongly recorded (e.g. the year of consultation is noted as the year of publication instead of the real
year of publication). If you think the information is incorrect, you can manually adjust this automatic
reference where necessary in the right panel under 'Info'. If the information is completely wrong, then it
is best to go to the relevant reference in the reference list and choose 'Undo metadata retrieval' via a
right click, so that you can enter all the information to the imported pdf file completely manually (see
3.2.1.1).

Electronic versions of articles or documents can also be added manually to an existing reference. You
do this by selecting the reference you want to add the file to, then clicking on the paperclip in the toolbar
above the reference list. Then choose ‘Attach link to file’ and select the appropriate file.
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3.2.1.3 Via identifier (ISBN or DOI)

If you know the unique identifier for a source (ISBN for a book, DOI for an article), you can also add a
reference based on that. You can do that by clicking on the magic wand in the toolbar above the
reference list #; . There you can add one or more identifiers via Shift+Enter.

3.21.4 Direct import from databases (RIS file)

For a number of databases, it is possible to import references directly into Zotero. 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 Zotero, be sure to check
that the work was done correctly and that all information was filled in correctly.

Web of Science

— 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 the collection you
currently have opened in Zotero. You can also import the reference(s) into a new collection. In the
pop—-up window, be sure to uncheck 'Import to a new collection' if you don't want Zotero to create a
new collection every time you import something this way. You can also leave it checked to import
the reference(s) into a new collection.

13 Clarivate English ~ i Products

Web of Science Search Signin « m

©SF® | Free Full Text From Publisher Export ~ Add To Marked List ¢ 3 of48 >

The Mass Criminalization of Black Americans: A Historical Overview dt seai profi Network

Abstract:
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trada lex
open 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 Zotero

click on the three dots below the button to print the article on the right
select ‘Download RIS’

when you open the downloaded reference, it will be added to Zotero

©) strada lex

mowse v oos O @ wov )

T Snow ssarthresUTs Journels * List of journols 7 bArkitr > 2016 2 boArbitrs, 201612

as (Open wath anetner PDF reader

Abia  b-Arbitra, 2016/2 - 31 may 2017 Fulltext  More ini

31052017

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

Ecitorial

cts and Antitrust Law in International
Challerge

The jurisdiction rati
tribunals

emporis of intemational investment
me observations en the Decision of the Tribunal

i Ping An m
Back to the CJEU's Gazpram Judgment: antisult Injunctions. )
e = Back to the C]E U’s
When arbitrators miss the deadline for natifying the award...
and how o avold this nightmare. Case Note on Swiss Federal . .
Supreme Court decision 140 11 75 of 28 January 2014 ‘ azprom ]udgment. antl-
*
De quelques récents arréts du Tribunal fédéral suisse
. . . . . .
Nederlandstalige rechtbank van eerste aanleg Brussel
(@i k)3 novereer 214 suit Injunctions, arpiration
Cour de cassation (France), Tre chambre civile. 15 janvier
and Brussels I (Recast)
Tribunal de premiére instance Francophone de Bruxelles,

Google Scholar

Under each search result in Google Scholar, the cite ( vy ) option is displayed. Click on RefMan to
download the RIS file. As with Jurisquare, you will be asked if you want to import the file via the browser
plugin Zotero Connector (cfr 3.2.1.5). If you do not choose this option, the RIS file will be downloaded.
You can then open that to import the reference. Again, both options amount to the same thing.

He

GHENT

p 4 Citeren

MLA  Arendt, Hannah. "We refugees.” Infernational refugee law.
Routledge, 2017. 3-12.

APA Arendt, H. (2017). We refugees. In Infernational refugee law (pp.
3-12). Routledge.

SO 690  ARENDT, Hannah. We refugees. In: International refugee law.
Routledge, 2017, p. 3-12.

BibTeX EndNote Reforks

inOnline

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

Perform a search and click on the article you want to import into Zotero

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 Zotero
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Search Criminal Justice Journals

Advanced Search | Search Help | Citation Navigator

Databases ¥ Criminal Justice Journals €® » American Journal of Criminal Law 3 49 Am. J. Crim. L. (2021-2022)

Contents & 63

Title Page
Pageil®
Issue 1-Fall 2027
Page v[A
Table of Contents
Page iv]A

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
Mazloum, Ahmad S.
Page 9508
Issue 2 - Spring 2022
Page iv[A)
Table of Contents
Page iv[
A Lost Chapter in Death Penalty History: Furman v Georgia, Albert Camus, and

the Nermative Challenge to Capital Punishment
Jouet, Mugambi

He thi

ocument

Bluebook 21st ed.

ALWD 7th ed.

APA 7th ed

Chicago 17th ed.

McGill Guide 9th ed

AGLC 4th ed

MLA 9thed.

OSCOLA 4th ed

Export to RefWor

Proquest

NEERESSRAQALC 1 v =D Caq

Article

CHARGING RIOTS AND INSURRECTIONS AT
THE SEAT OF GOVERNMENT

Joshua T. Carback*

1. Introduction.
II. Treason
A. Treason Against the United Kingdom of Great Britain
1. The Treason Act of 1351 iveeomeiincenisiceriinns
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

PinCite this document

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

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

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

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

Camilla A Hrdy & Mark A. Lemley, "Abandoning Trade Secrets” (2021) 73:1
Stan L Rev 1

Camilla A. Hrdy and Mark A. Lemley, ‘Abandaning Trade Secrets' (2021)
73(1) Stanford Law Review 1

Hrdy, Camilla A., and Mark A. Lemley. "Abandening Trade Secrets.” Stanford
Law Review; vel. 73, no. 1, January 2021, pp. 1-66. HeinOnline,
https://heinonline.org/HOL/P?h=hein. journals/stflr73&i=9.

Camilla A. Hrdy & Mark A. Lemley, '‘Abandoning Trade Secrets’ (2021) 73 Stan
LRev1

xport Text File | Export to NoedleTools | Export to Endnote

— Open Proquest (directly from http://search.proquest.com or from lib.ugent.be)

— Perform a search

" More Like

— Check the articles you want to export to Zotero and click 9 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 Zotero.
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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-27?
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

RefWorks NoodleTools EasyBib Microsoft

Excel Format

Ghent University catalog

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

— Click on the title you want to import, then go to reference details (at the bottom) and click on ‘citing’
—‘Download RIS file’. As with Jurisquare and Google Scholar, you will be asked if you want to import
the file via the browser plugin Zotero Connector (cfr 3.2.1.5). If you do not select this option, the RIS
file will be downloaded. You can then open that to import the reference. Again, both options boil

down to the same thing.
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.
AEE TY - BOOK
UR - http://lib.ugent.be/catalog/ruge1:881793809
rug1:e01793809
3rd ed.
eng
The official guide to the TOEFL test
PY - 209
9780071624053
SN - 0871624058
New York : McGraw-Hill

Download RIS file
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Biblio (Ghent University Academic Bibliography)

— 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

i
FWOo

3.2.15 Direct import from databases (browser plugin)

To import references directly into Zotero, there is another method besides downloading and opening
RIS files. If you have downloaded the browser plugin Zotero Connector and added it to your browser,
you can also use it to easily add resources to Zotero. To make the plugin easy to use, we recommend
pinning it to your browser (via ‘Extensions’ at the top right of your browser window) so that the button
to import references to Zotero is always visible.

Using the browser plugin via the top right button works best in international (general or otherwise)
databases such as Web of Science, Scopus, ProQuest, HeinOnline, etc. For Belgian legal databases,
you will import more (and more correct) information through the RIS file (cfr 3.2.1.4). On Jurisquare, the
‘Citation manager’ button will ask you if you want to import with Zotero Connector: this method is
equivalent to downloading a RIS file.

When you are on the page of a source whose reference you want to import into Zotero, you will see a
button in the upper right corner of your browser to add the reference to Zotero. When you click that, you
will see a new window where you can choose in which (sub)collection in Zotero you want to save the
reference. To do this, first click the icon |+ | to expand the window, select the appropriate
(sub)collection and click ‘Done’.

» 0O

Saving to | Test V||~

The Mass Cnminalhization of Black Amencans: A His...
*  Full Text POF

Itis also possible to import multiple sources into Zotero at the same time. Just as you can check sources
in the results list of a search to download a RIS file of multiple references, Zotero Connector will allow
you to import a selection of multiple sources. When you arrive at a database result list after a search,
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click the button in the top right again (which now has the icon of a folder). You will then see a screen
where you can select the sources from your result list whose reference you want to export to Zotero.
You will then also be able to choose again in which (sub)collection you want to import the reference.

» 0O

& Zotero ltem Selector = O *

Select which items you'd like to add to your library:

[1Southern Criminclogy

[ THE LAW OF CRIME CONCENTRATION AND THE CRIMINOLOGY OF PLACE
[1The Mass Criminalization of Black Americans: A Historical Overview

[l Criminogenic Facilities and Crime across Street Segments in Philadelphia Uncovering Evidence about
["JFairness in Criminal Justice Risk Assessments: The State of the Art

[C] Cumulative Disadvantage in the American Criminal Justice System

[C1The Meaning of the Viclim-Offender Owerlap for Criminological Theory and Crime Prevention Policy
[T Citywide cluster randomized trial to restore blighted vacant land and its effects on viclence, crime, and
[1The Slow Viclence of Contemporary Palicing

|_IPRECINCT OR PREJUDICE? UNDERSTANDING RACIAL DISPARITIES IN NEW YORK CITY'S STC

I 1 Daarrnnninm and Dadirnctins Doansarch an Dacn and Santancine

4

| Select All || Deselect Al | | Cancel || OK |

3.3 Using your library
3.3.1 Collections

Working with collections makes it easy to classify and retrieve your references according to your own
criteria. You can make further subdivisions into levels by creating subcollections. This allows you to
structure your entire library of references, just as you would do on your computer when you organize
all your documents in folder structures. For example, you can create a separate collection of references
per research assignment, as well as per research topic, etc.

You can create a new (sub)collection in several ways. You can click the ‘New Collection’ button —% in
the upper left corner. When you have given the new collection a name, it will appear in the list in the left
panel. You can then make it a subcollection of an existing collection by dragging it there.

You can also create a new subset directly by right—clicking on an existing (subset) and selecting ‘New
subcollection’.

| o Mew Subcollection... |

Rename Collection...

Delete Collection...

= o

Delete Collection and Itemns...

Export Collection..,
i= C(Create Bibliography from Collection...

Generate Report from Collection...

The two methods above create new empty collections that you can then populate with references. If
you want to create a new collection directly from a set of references, you can do that too. To do so,
select the desired references (with Ctrl), right click on one of the references and select ‘Add to
Collection’ > ‘New Collection’.
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e View Online
|@f View Snapshot
Show File
Show in Library

o Add Note
& Add Attachment ¥

Find Awvailable PDF

Add to Collection » Mew Collection... |

In this way, you can also add references to existing collections: they will appear in the drop—down menu.
You can also do the same by dragging the references to a collection in the left panel. The references
will always remain in the collection you dragged them from, i.e. you copy them.

3.3.2 Searching within your library

The search bar above the reference list panel allows you to search your library. Select a (sub)collection
on the left if you want to limit your search to a part of your library. In the search bar you can specify
whether you want to search all fields of references, only title, author or year, or everything (all fields and
the full text if you added it).

L = criminal justice X|

Title, Creator, Year
All Fields & Tags
®  Everything

To perform an advanced search, click on the magnifying glass ~® next to the search bar. In the
screen you will then see, you can perform an advanced search by combining different terms, searching
on specific fields, etc.

B Advanced Search — O X

Search in library: | My Library

Match |all | of the following:

Title ~ | | contains A |criminology |- +

Creator ~ | | contains o |wimhardyns |- +

Search subcollections [ ] Show only top-level items

[ Include parent and child items of matching items

Clear Save Search

Title Creator

Environmental criminelogy in the big data era Snaphaan and Hardyns

3.3.3 Searching for full text

Through Zotero, you can verify if you have access to the full text of a particular reference via ‘Library
lookup.’ This will let Zotero search the catalog of a library. To set this up for the Ghent University online
catalog, go to ‘Edit’ — ‘Preferences’ — ‘Advanced’. Under OpenURL you will see a selection bar that
allows you to navigate to Ghent University.
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Zotero Preferences

e E [0 =

o L

1 &‘\
General Sync Search Export Cite Advanced

General Files and Folders Shortcuts Feeds

Miscellaneous

[] Automatically check for updated translators and styles | Update now

Report broken site translators

Language: | English v

OpenURL

Ghent University e

Resolver: | http://sfxit.ugent.be/ugent

Version: |10~

Advanced Configuration

Config Editer

So if you want to check whether you can access the full text of a reference through UGent, click the
green arrow above the reference pane of your selected reference, and click ‘Library lookup’. If the
source is indexed in the online catalog, Zotero will direct you to the full text through the university library.
Sources from large international databases are often indexed in the Ghent University online catalog,
but this is not always the case for articles from Belgian legal databases.

3.4 Printing

2 -
& View Online

| Library Lookup

CrossRef Lookup

3\ 15

Google Scholar Search

Manage Lookup Engines...

It is possible to print all or part of a collection/library in the desired style.

— Select the references to be printed

— Right—click and select ‘Create Bibliography from Items’

— Choose your desired citation style, whether you want to create a bibliography or references from the
references, and select ‘Print’
— Zotero will send the created bibliography directly to your printer

Using the same method, you can create a file that is editable in Word (‘Save as RTF’).
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Create Citation/Bibliography x

Citation Style:

American Chemical Society 2
American Medical Association 11th edition

American Political Science Association

American Psychological Association (APA) Tth edition

American Sociclogical Association (ASA) 6th edition

Chicago Manual of Style 17th edition (author-date)

Chicago Manual of Style 17th edition (full note)

v

Chirana hanuz Lof Shila 17th aditinn fnotsl
Manage Styles...

Language: | MNederlands e

Output Mode:

() Citations

(@ Bibliography
Output Method:

() Save as RTF

() Save as HTML

(O Copy to Clipboard

@ Print

Cancel

If you want to add references to a file or mail, you can simply select and drag them to where you want
to add them, or copy them via Ctrl+Shift+C. Zotero will then automatically create a bibliography in the
reference style you selected via ‘Edit’ — ‘Preferences’ — ‘Export’.

3.5 Sharing

Zotero provides several ways to share your reference library or (sub)collections. Depending on the
situation, it's best to use one of several methods. If you want to work in Zotero on multiple devices,
synchronize your library. If you want to collaborate on a library with several people, create a group to
set up a reference library together. If you just want to share your references with others (without
collaborating), you can export your library for others to import. The reverse also works: you can import
exported libraries (including from other reference managers) into Zotero.

3.5.1 Synchronizing

As mentioned in section 3.2, it is possible to access and edit your library in Zotero from anywhere by
synchronizing using your Zotero account. Via 'Edit' — 'Preferences'- 'Synchronize' you can enter your
account details to set up synchronization.

Zotero Preferences s
L h/ 9 ' &
General Sync Search Export Cite Advanced

Settings Reset

Data Syncing

Username: | lucasrabaey | Create Account

Lost Password?
Password: | Lost Password?

About Syncing
Set Up Syncing
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3.5.2 Groups

To collaborate with others on a reference library, you can create groups in Zotero. You do that by
selecting 'New Group' when clicking the folder with the green plus in the upper left corner.

&=~

Mew Feed »

Clicking that button will redirect you to the Zotero website, where you will first have to log in with your
account information before you can create a new group.

Login

Username or Email

lucasrabaey

Password

[ Remember Me

Login to Zotero

After this you will be taken to the home screen to create a new group. There you can choose a name
for the group (e.g., the project or group work you are collaborating on) and choose the group type.
There are three different group types: public groups with open membership, public groups with closed
membership and private groups. Public groups are findable through Zotero's website, private groups
are not. Groups with open membership are open for anyone to join. With closed membership, you must
receive (or request) an invitation to join the group. Private groups always have closed membership: you
can join them by invitation only. Click 'Create Group' at the bottom to create the group once you have
chosen a name and type.

Create a New Group
Search for Groups - Create a New Group
Group Name

Choose a name for your group

Group URL: https://www.zotero,ora/groups/<numbers

Group Type
Public, Open Membership Public, Closed Membership Private Membership
Anyone can view your group online and Anyone can view your group online, but Only members can view your group
join the group instantly. members must apply or be invited. online and must be invited to join.
() Choose a Public, Open (O Choose Public, Closed (® Choose Private Membership
Membership Membership
Create Group

In the ‘Library Settings’ you can set up options for using your group reference library: who can see and
edit your library, and who can edit files in the library?

T TITLE DATE PAGE
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https://www.zotero.org/search/type/group

Group Settings - Members Settings - Library Settings
Group Type

@ Private

(O Public Closed

O Public Open

Controls who can see and join your group

Library Reading

Anyone on the internet

) Any group member

Who can see items in this group's library?
Library Editing
@® Any group members

O Only group admins

Who can add, edit, and remove items from this group’s library?
File Editing

@® Any group members

O only group admins

OMNo group file storage

Who can work with files stored in the group? Public Open groups cannot have file storage enabled

In the '"Member Settings' you can see all members of the group and their roles. In this guide, we will not
elaborate on the different roles within groups. The 'Send More Invitations' button allows you to invite
others to join your group. To do so, under 'Invite Members' you need to enter their email address (which
they used to create an account with Zotero) or their Zotero username.

Current Members

Username Full Name Member Since Role
lucasrabaey lucasrabaey 2021-01-13 14:32:52 Owner
Update Roles

Member Invitations

No pending invitations.

Send More Invitations

Invite Members

Group: testgroep

Invite Members

e
Separate emall addresses or zotero usernames with a comma

Invite Members

3.5.3 Export/import

To simply share your library or (sub)collection with others without working on a shared library, you can
export it. To do so, right—click on the collection and select ‘Export Collection’. You can also do the same
with your entire library by right clicking on ‘My Library’ and selecting ‘Export Library’.
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o Mew Subcellection...

Rename Collection...
o Delete Collection...
‘1l Delete Collection and ltems...

| V Export Coellection..,

1—

:= Create Bibliography from Collection...

1= Generate Report from Cellection..,

In the screen that appears next, you can select the file type and additional options. You choose the file
type under 'Format': Zotero RDF is the default and the most appropriate option when someone will also
open your exported library in Zotero. If that person is using another reference manager such as EndNote
or Mendeley, then you can choose RIS: a commonly used file type. In addition, you still have the option
to export both notes and files linked to the library.

Export... e

Format: | Zotero RDF ks

Translator Options
[]Export Notes
[JExport Files

Cancel

This way you can transfer your Zotero reference library to another reference manager. Conversely, this
also works: libraries from other reference managers can be imported into Zotero. To do this, go to 'File'
— 'Import" and choose the appropriate option. If you exported your library from another reference
manager (e.g. as an RIS file), then select the first option and select the appropriate file. After importing,
be sure to check that the information is included correctly. Where necessary, you can make adjustments
in the reference panel.

Import x

Where do you want to import from?

@A file (BibTeX, RIS, Zotero RDF, etc.)

(O Mendeley Reference Manager (online import)

< Back Cancel

In the next part of the tutorial, we will go into more detail about using Zotero as a tool for writing an
academic paper and talk about creating a bibliography of sources you refer to in a text, among other
things.
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4 ZOTERO AS A WRITING AID

4.1 Cite while you write
41.1 Introduction

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

When you insert references and a bibliography in Word, your bibliography is automatically updated with
the new references you refer to in your text. The references and bibliography are formatted according
to your chosen citation style.

When you install Zotero, the Word plugin is automatically installed and will appear in the toolbar at the
top. Note: if Word is already open before you first install Zotero, Zotero will not appear in your toolbar
at the top. You must first close and restart Word before Zotero will appear in the toolbar.

H g = Document1 - Word
Home Insert Draw Design Layout References Mailings Review View Help @ Tell mewhat you want to do
‘:‘Z‘ Document Preferences
-1 Z
z Z |_—é, Refresh

Add/Edit Add  Add/Edit

Citation MNote Bibliography 52 Unlink Citations

Zotero

4.1.2 Adding a reference

Before adding a reference, make sure the cursor is in the right place in the text. A reference always
appears in the place where it applies. For Zotero, it doesn't matter if you know in advance whether a
reference style will work with footnotes (references at the bottom of the page, e.g. V&A or Chicago), or
with references within a text, e.g. APA or MLA. Zotero will automatically select the appropriate
formatting based on the chosen reference style (cfr. 4.1.3).

You can add a reference via the ‘Add/Edit Citation’ button. After this a search bar will appear where you
can search for the reference you want to insert. Select the desired reference and click on Enter to insert
the reference.

H {% Document Preferences

z L ré Refresh
Add/Edit | Add  Add/Edit ..
€2 Unlink Citations

Citation |Mote Bibliography

Zotero

My Library
Environmental criminology in the big data era

Snaphaan and Hardyns (2021), European Journal of Criminology, 18(5), 713-734.

Inserting multiple references is easily done by searching for other references after selecting the first
reference. When your selection is complete, you can insert them by clicking Enter.
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Z' Berk et al., 2021 || Snaphaan and Hardyns, 2021 dezemhed

My Library

The lack of experimental research in criminology—evidence from Criminology and Ju...

Dezember et al. (2021), Journal of Experimental Criminology, 17(4), 677-712.

4.1.3 Citation style

The references and bibliography are displayed in your chosen citation style. You can change this
citation style via the ‘Document Preferences’ button. In the window that opens you can choose your
desired citation style.

|[_;h E |f:% Document Preferences |
z Z Z

rélRefresh
Add/Edit Add  Add/Edit

Citation Mote Bibliography 7 Unlink Citations
Zotero

Zotero - Document Preferences x

Citation Style:

American Chemical Society 2
Arnerican Medical Association 11th edition

American Political Science Association

American Psychological Association (APA) Tth edition

American Sociological Association (ASA) 6th edition

Chicago Manual of Style 17th edition (author-date)

Chicago Manual of Style 17th edition (full note)

hi ¥ L nf Shids 17th aditinn fnntal

]

Manage Styles...

Language: | English (US) S

Store Citations as:

(®) Fields (recommended)
Fields cannot be shared with LibreOffice.

The document must be saved as_doc or docx.

() Bookmarks

Bookmarks can be shared between Word and LibreOffice, but may cause erors if accidentslly modified and cannct be
inserted into footnotes.

The document must be saved as_doc or docx.

[ Automatically update citations

Disabling updates can speed up citstion insertion in large documents. Click Refresh to update citations manualy.

Switch to a Different Word Processor..

In the rest of the preferences, you will see that references are saved as fields by default. This is the
recommended option, so you may leave this as is. At the bottom you will also see that the option to
automatically update references is on. We will discuss this further in the next section (4.1.4).

4.1.4 Editing and deleting references

When you insert references or a bibliography, you will see that they are in a gray field when you select
them. That means the reference is linked to your library in Zotero. It is better not to make changes
directly to the fields in Word. Changing information in a reference is done through Zotero. If you want
to add information to your reference (such as page numbers of a specific citation), you can do so via
the Zotero plugin.

Editing references

Select the reference in your document and click ‘Add/Edit Citation’ in the Zotero tab in the toolbar at the
top. Then select the reference and click ‘Open in My Library’. When you now switch to your Zotero
window, you will see that that reference is selected. You can then make adjustments in the reference
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panel on the right (e.g., change authors, date, title, etc.). You can also navigate directly in Zotero to the
reference you want to modify.

Z' Snaphaan and Hardyns, 2021

Environmental criminology in the big data era
Snaphaan and Hardyns (2021), Evropean Journal of Criminology

Page | |

Prefix: | |

Suffix: | |

] omit Author

Qpen in My Library |

Once you have made the changes in Zotero, you will see that they do not yet show up automatically in
the reference in Word. To apply these changes, click ‘Refresh’ at the top of the toolbar.

|Eh ﬁ7 4% Document Preferences
Z Z Z |_—,*:3| Refresh

Add/Edit Add  Add/Edit ————
Citation Mote Bibliography 7 Unlink Citations

Zotero

Adding specific pages, additional information... to a reference

Some reference styles support references to specific pages in a book/article/... Since entering a
reference in Word with Zotero sometimes involves an entire publication, the specific pages must be
entered later. This can be done by selecting the reference and clicking ‘Add/Edit Citation’ again (cfr.
supra). Here you can add specific pages or a prefix or suffix. You can enter the page numbers (just the
digits, possibly separated by a hyphen if it concerns several consecutive pages), and Zotero will
automatically make sure that the rules of your selected citation style are followed. Prefixes and suffixes
can be used to add any additional information to your reference, as in the following example: '(see also
Snaphaan and Hardyns, 2021 for a discussion of this phenomenon)'. Prefixes and suffixes are
displayed as you enter them in the respective fields.

r A8 Snaphaan and Hardyns, 2021

Environmental criminology in the big data era
Snaphaan and Hardyns (2021), Eurgpean Journal of Criminology

Page I| |
o] | |
I Suffix: I | |
[ omit Author

Open in My Library

In some referencing styles with in—text references (such as APA 7th) you have already mentioned the
author(s) of a source in the main sentence. This means that you don't need to mention them in the
brackets of your references, e.g. ‘Snaphaan and Hardyns (2021) mention that (...)’. To do this, click
on ‘Omit Author’.

4.1.5 Inserting a bibliography

Via ‘Add/Edit Bibliography’ you can insert a bibliography of your used sources. Zotero will automatically
put the bibliography in the format of your selected citation style, just like for references in your text.
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H i" 1% Document Preferences

Z Z E;H Refresh
Add/Edit Add | Add/Edit )
€2 Unlink Citations

Citation Mote |Bibliography

Zotero

Once you have created a bibliography in your document, Zotero will automatically update it when you
add new references in your text.

If you want to make changes to your bibliography (e.g. because there is information that is incorrect or
missing), you can do so directly in Zotero at the sources to be updated. As with the references, you can
then use the ‘Refresh’ button to have your changes made in Zotero reflected in Word.
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5 USING APA (7T) AS A CITATION STYLE IN ZOTERO

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 Zotero is not possible. In this case, for the
sources referenced via the APA style, it is recommended to use the Zotero 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

(Re)searchtips on Zotero:

How to install Zotero?: https://onderzoektips.ugent.be/en/tips/00002165/

How to manage sources in Zotero?: https://onderzoektips.ugent.be/en/tips/00002166/
How to cite in Word?: https://onderzoektips.ugent.be/en/tips/00002167/

Documentation Zotero: https://www.zotero.org/support/

In case you have any questions, please contact: rbib@ugent.be or libservice@ugent.be

Version December 2023
Faculty library law and criminology

Lucas Rabaey and Kathleen D’hanis

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

Tel. 09 264 67 87
Universiteitstraat 4
9000 Gent

Any tips or remarks? Please contact rbib@ugent.be
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