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Managing your references

• Establish a reliable process for keeping track of what 
you read and use

• We recommend the use of reference management 
software/apps if you are likely to use more than 30 
references in your dissertation. (Manual 
manipulation is manageable for small numbers, but 
becomes tedious for large collections)

• We will use RefWorks to store and manage the 
references that we find through the course of the 
workshops

• You may use an alternative product or process



Other workshops in this programme

• Information Skills Refresher 2: Going further with your dissertation 
research

• Information Skills Refresher 3: Managing your dissertation research 
(RefWorks – limitations for footnote styles)

• Word: Working with long documents
• Writing a Literature Review
• Writing your Dissertation/Project: Spelling, Paragraph Structure and 

Constructing an Argument
• LaTeX for PGT students

Check https://www.abdn.ac.uk/coursebooking for details

https://www.abdn.ac.uk/coursebooking


Introduction

Aims

• Identify high quality information for your dissertation

• Build confidence in your information skills

Objectives

• Think about your keywords (search terms)

• Find relevant academic books (using Primo)

• Find relevant support material (using Google)

• Be aware of how to evaluate your sources



Research: writing

• Gather, assess and evaluate, form opinions, share

• Presenting own ideas

• Presenting what you’ve learned from others

• Citations: precise, accurate and detailed information

• Allowing the reader to check and verify evidence on which 
your argument/discussion is based

• Demonstrating the breadth of your gathering/reading and 
the work that you have considered in your research



Steps to Finding Reliable Information

• Step 1: Get ready to manage the information you find

• Step 2: Plan your search

• Step 3: What sort of information – sources?

• Step 4: Search Primo or library catalogue

• Step 5: Use Primo>Find databases to identify relevant databases (Part 2)

• Step 6: Search relevant databases (Part 2)

• Step 7: Use Google for other support materials

• Step 8: Manage your results with RefWorks (Part 2 & 3)

In all processes: be aware of copyright and the need to avoid plagiarism



Finding journal articles – databases 
Step 1: think ahead – how to manage, store and keep track of 
all the references that you find?



STEP 1: Keep a record of what you find

• It’s important to be organised! You’ll be gathering a lot of information

• Choices:

• Record material (your sources) manually

• Use a spreadsheet or document to record bibliographic details

• Use index cards (or electronic equivalent)

• Use reference management software 

• Many products – some free

• UoA pays for RefWorks

• Our recommendation: software can be really helpful if you expect to 
cite more than 30 references (and you are not a Law student)



• Referencing option within Word

• Zotero, Mendeley, Cite This for Me, CiteULike – free or low-cost 
web-based apps

• EndNote, ProCite, Reference Manager, Papers– purchased, 
machine specific

• RefWorks – free (because we have paid for it), web-based, 
instructional sessions and support

• Get organised: 

• Invest time in learning how to use your preferred product 
correctly 

• OR become familiar with your preferred style and manually 
create your references

Referencing software



Q: How can I best manage the references I find?

A: Can use software like RefWorks – web-based software 
that acts like an electronic filing cabinet. It stores references 
and has features allowing you to create formatted 
bibliographies

Note: other similar software available (Zotero, Mendeley, Cite-U-Like, Cite This For 
Me, Citavi, referencing feature within Word). We provide support for RefWorks



Finding journal articles – databases 
Step 2: Plan your search



STEP 2: Plan your search 

• Think about
• Time (don’t leave it too late!)
• Topic

• Break it down into individual ideas/concepts
• Words

• Spelling e.g. labour / labor
• Alternative words/synonyms e.g. safety / risk
• Truncation e.g. environment*

• Linking words - Boolean operators (AND/OR)

• Write things down – keep a record!



Write things down…

First things first …

Take a pencil and paper – and brainstorm 
your search terms

• Only takes a few minutes 
• Saves time in the long run
• What information are you looking for? 
• Analyse the topic … 

Source: 
https://www.thinglink.com/scene/647220735311347712

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjrn8ri2ODMAhWDJcAKHapDDb0QjRwIBw&url=https://www.thinglink.com/scene/647220735311347712&bvm=bv.122129774,d.ZGg&psig=AFQjCNFCVVTTqCk3CkYWiOUDOEh-hYCewA&ust=1463560184472286


Example topic: 

Impact of oil spills on the marine environment



Impact of oil spills on the marine environment

oil spills    marine environment    oceans    seas   marine    shoreline  
environment   environmental impact   turtles    dolphins    whales

Concepts Alternative keywords

Idea 1 “oil spill*” OR

AND

Idea 2 sea* OR ocean* OR marine

AND

Idea 3 environment* OR





Operators to link search words, phrases and concepts for powerful and 
effective searching in databases (and in other resources)

AND, OR are main operators

ocean OR marine ocean AND environment

Searching using Boolean logic (operators)



Boolean linking terms

OR Broadens the search
Any/all of these words

AND Narrows the search
More specific  
Combine ideas/concepts

NOT Cuts out unwanted terms
Use with care!!



 Use the planning sheet provided and brainstorm 

your keywords and search phrases

 Then apply some logic

• Words/phrases for Idea/Concept 1

• Words/phrases for Idea/Concept  2 (and for 3 if you can 

take it this far at this stage)

• Spelling?

• Truncation?

 Linking terms (Boolean operators)

 Note any other information e.g. author names
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Finding journal articles – databases 
Step 3: What type of information/source?



Today: concentrating on two tools – Primo (for books held by us) 
and Google (for books, theses, reports, webpages)

Type of information Document type Tool

Background, overview, 
summarised

Books – print or electronic Primo (Books+ tab)

Research level, detailed, 
specific

Theses (PhD) Primo (Books+ tab), 

Database – Index to Theses

Research level, detailed, 
specific, overview

Journal articles, research 
papers, conference papers

Databases

Technical, operational, 
commercial, industry specific, 
governmental

Reports, webpages Google or other search engine



Finding journal articles – databases 
Step 4: Looking for books…



Click on Advanced Search



Primo “discovery” tool – searches across multiple library sources + 
some databases



Use Books+ tab to look for:

• Specific books or journals as given on reading lists or in bibliographies

• Books on a topic

• Books may be in print/paper or electronic format

Limitations – books held by us, search words appear in the record for the 
book – title, description, keywords (not the full text)



Primo search rules

• Your results depend on applying search rules correctly

• * for different endings e.g. object* looks for object, objects, 
objectify, objective, objectives

• “phrase search” e.g. “oil spill” looks for these exact words in this 
exact order

• ocean* OR marine looks for either/any of these words (with 
different endings). Will give more results as alternative words are 
searched for

• OR linking word must be in capital letters



Books+ tab: finds items that contain the search terms in title or 
description of books/theses held in our library



Books (print or electronic): Details tab provides useful information if 
you are manually recording your references



Books (print or electronic): Availability tab provides information on the 
number of copies held, where they are held, and their availability

Availability: 
1 copy, held on Floor 5 at 628.16833 Doe, not out on loan at the 
moment (Long loan copy)



Primo: Looking for books on a topic

• Use Books+ tab

• Use Advanced Search

• Be flexible with your keywords e.g. use truncation, alternative 
words

• If too many results: limit to certain resource types, e.g. books, 
e-books

• Don’t be disappointed if you don’t find many items –
limitations imposed by indexing

• Need some practice? Worksheet with exercises in your 
workshop pack



Follow the instructions in your worksheet:

 Use your search terms to check whether we 
hold any books or PhD theses that would 
be relevant to your dissertation research

 Use Primo–Books+ tab

No results? Few results? 

• Use more general search terms 
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How many e-books do we have access to?

800,000+ …and 

counting



Popular e-book collections

• Ebook Central
• 130,000+ full text items from lots of different publishers

• ScienceDirect
• 6,000+ full text books published by Elsevier 
• Presented in PDF chapters, can download as required

• SpringerLink
• 70,000+ full texts books published by Springer
• Presented in PDF chapters, can download as required
• Can purchase print-on-demand copy for £24.99

• University Press Scholarship Online (UPSO)
• 15,000 (UPSO) full text items from selected University publishers



E-books

• Individual e-book collections: can search across the full-text content 
of e-books 
• Can use specialised search terms and keywords

• Search rules vary across each collection

• Download and viewing options vary across the collections (each supplier has 
their own rules)

• Primo search: results are limited to the 
words which appear in the title or 
description

• There’s a time delay in adding these records to 
Primo

Source: www.blslibrary.com

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiNsb6TjNLMAhVMJ8AKHT8OD_cQjRwIBw&url=http://www.blslibrary.com/2016/03/07/learn-about-library-e-books-on-thursday-march-10-1230-2pm-1st-fl-library/&psig=AFQjCNGQ8J9tVvHErPpzd_H0P2bCGmcBJg&ust=1463058327185481


Use Primo Find Databases option to link through to individual 

e-book collections





Follow the instructions in your worksheet:

 Use Primo to link through to a relevant e-book 
collection and search across it

• Use Primo>Find Databases to identify the collections

• To link to a collection: Right click on the name – Open 
in new tab 

• Apply search rules for that collection

• Search other e-book collections in your own time

 Store bibliographic information for relevant items
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Finding journal articles – databases Jumping to
Step 7: Looking for less academic material…



Steps to Finding Reliable Information

• Step 1: Get ready to manage the information you find

• Step 2: Plan your search

• Step 3: What sort of information – sources?

• Step 4: Search Primo or library catalogue

• Step 5: Use Primo>Find databases to identify relevant databases (Part 2)

• Step 6: Search relevant databases (Part 2)

• Step 7: Use Google for other support materials

• Step 8: Manage your results with RefWorks (Part 2 & 3)

In all processes: be aware of copyright and the need to avoid plagiarism



Most people use Google as first place to look for 
information. Can be very useful but need to know how to 

get the best out of it, and its limitations!



365,000 results (last year it was 2,300,000…)



Various tools to refine, limit, modify or 
improve your results. 

IMPORTANT: need to evaluate the found 
information – takes time! 



Use Google (Advanced Search) to refine 
and focus your results

Can narrow/ your results to specific sources e.g. commercial, trade 
and  operational type information i.e. the type of material that will 
never have been published in a standard academic format



Site or domain name: very useful for restricting to 
particular organisation (hence document) types

AND / Phrase / OR options TIP: use singular form of 
word – automatic truncation



From 365,000 to ~5,000 results

Can filter further: Search tools



Comments: search engines

• There are search rules! Apply them for the best results

• Use singular form of words (Google)

• Use Advanced Search option (different features in 
Google compared with Google Scholar). 

• Can do the following type of searches:

• Phrase searching; OR; AND

• Limit/Refine/Narrow (Google)

–Where words appear e.g. title, content; When material was updated

–By domain name

Source: www.kalid.com.cn

http://www.stockfreeimages.com/c1/illustrations-clipart/3d-computer-generated.html
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj499_oj9LMAhWsDsAKHWwXBjMQjRwIBw&url=http://web.kalid.com.cn/forminfo31199.asp?//search-engine-optimizaition-icon&bvm=bv.121658157,d.ZGg&psig=AFQjCNHttOwlYQfoFLTbcYNf9YRHWR7MhA&ust=1463059558232998


Google: search rules/hints
Every search engine and database has to set rules to determine how the search feature 
operates

• If you know the search rules you can apply them and carry out a more effective 
search

• oil spill = all the pages which contain the word oil and then all of those pages which 
contain the word spill
• If you use the single search box the order of the words matter

• “oil spill” = all the pages that contain this specific phrase, these words in this order
• Shift 2 on the UK keyboard to get the double quotes

• oil spill marine = more words to search for should give fewer results 
• In most instances you should use the singular form of a word – is supposed to use 

automatic stemming and find the singular plus the plural for of the word. However, 
this no longer appears to work in a consistent manner…



R Relevance Information and content

A  Authority Who wrote it? An individual or a corporate organisation?
Are they respected or well-known? Check credentials/domain. 
Is content accurate? 
Links to other reliable sites?

D Date Up-to-date? 
Undated = is it reliable? 
Is date important?

A Appearance Professional? Look at font, layout, image quality
Content - editorial or quality control? Formal or informal writing. Spelling 
errors? 
Includes citations and references? 

R Reason for writing Aim? Bias? Sponsored? Marketing?

Mandalios, J (2013). RADAR: An approach for helping students evaluate Internet sources, Journal of Information Science 39: 470

Web pages – evaluate using RADAR



C Currency Timeliness of the resources
When was the information published or posted? Has the information been revised or updated? Is it important 
to have current information, or will older sources work as well? Are all the links working?

R  Relevance Importance of the information to you
Does the information relate to your research or answer your question? Is the information at an appropriate 
level, i.e., not too simple or too advanced for your needs? Have you looked at a range of sources to be able to 
judge that this sources is relevant? Are you comfortable citing this as a reputable source for your research 
paper?

A Authority Source of the information
Who is the author/publisher/source/? What are the author's/organisation's credentials? Is the source 
trustworthy or qualified to write on the subject? Is there contact information and is it easy find out more 
about the author/organisation? If it is a website, what does the URL (.com .ac .gov .org .net) say about 
the source?

A Appearance Reliability of the resource
Where does the information come from? Is the information supported by correct evidence? Does the 
language or tone seem balanced, unbiased and free from errors? Can you verify any of the information in 
another reliable source?

P Purpose Reason the information exists

What is the purpose of the information? (i.e. inform, argue, teach, sell, entertain, persuade)? Is the purpose 
clear and the point of view impartial or are there biases? Is the information fact, opinion, or propaganda?

CRAAP test for evaluating content

The CRAAP Test was developed by the Meriam Library at California State University, Chico.

http://guides.library.uhh.hawaii.edu/aecontent.php?pid=362499&sid=2970484


When to use a search engine…

• Looking for:
• Trade/technical/operational/practical and related support material

• Reports/”grey” literature

• Government related information

• Supplemental, less academic material 

• Up-to-date/topical/controversial issues

• Be careful what you use: anyone can create a webpage - always 
evaluate your results. 
• Ask yourself: Is this reputable enough to be referenced in my dissertation?

• Note: web pages can be included in a bibliography – make sure 
that the source is an authoritative, and that you reference it 
correctly



Practical session 4

• Try your search in Google or other search engine

• Concentrate on the tools or resources that are of 
interest to you 

• Refine and modify your searches

• Store bibliographic information for relevant items

• Ask for help – that’s what we’re here for



Finding journal articles – databases 
Finishing off…



Books 

• Good for overview reading

• Summarise information pulled from lots of 
different primary sources

• Use the citations/references provided in 
the Further Reading or References sections 
of chapters to read beyond a topic, or get 
more detail on a topic

• Use Primo to find out what we hold or 
have access to 



Less academic support material 

• Good for 

• operational or technical topics

• governmental information

• popular, controversial, very current 
information

• Use Google (Advanced search), or other search 
engine, to find out what is available

• Evaluate what you find: apply RADAR/CRAAP



Get organised!

• Citing, referencing and bibliographies –
• keep notes on each of your readings, or 
• compile a Word table, or 
• create a reference database (on Access?) or 
• use index cards or 
• use bibliographic management software

• Plagiarism = copying = cheating
• Keep backing up your work

• H drive, memory sticks  ….



• Off-campus access
• We spend £3m on library resources
• To access our electronic books, journals and databases you must prove that you 

are a student from University of Aberdeen (= authentication)
• Recommendation: use Primo > Find databases to link out to databases
• Several authentication methods used by suppliers

• Use Shibboleth/Institution login route if offered 
• Works at home and on-campus 

• Use VDI (Virtual Desktop Infrastructure) to make your personal machine 
look as if it is a classroom PC (with access to classroom software)
• Using the VDI is essential if you are off campus and want to access full-text in the 

OnePetro database
• Access to H: drive

See library guide and Learners’ Toolkit for details

Access when off-campus



Accessing resources: detailed information is available in Learners’ 
Toolkit and library guides



Reminder

Aims

• Identify high quality information for your dissertation

• Build confidence in your information skills

Objectives

• Think about your keywords (search terms)

• Find relevant academic books (using Primo)

• Find relevant support material (using Google)

• Be aware of how to evaluate your sources



Help and advice

Library: Subject support
• Information Consultants & Information Adviser

• Subject & Enquiry staff (TSDRL floors 4-6, Medical and Taylor Libraries)

• Worksheets in our wiki (FinditFast!)

http://finditfastlibraryworkshops.pbworks.com

Access and IT:
• MyIT or Tel: 01224 27-3636 . Use phone for out of office hours  (OOH) service 

(17.00-08.00 on weekdays and anytime at the weekend) 

• Email: servicedesk@abdn.ac.uk

• In person: Edward Wright building (lunchtimes are very busy!!)

mailto:servicedesk@abdn.ac.uk


Library: Subject contacts 

• Arts & Humanities
• Ewan Grant – e.grant@abdn.ac.uk

• Business & Law
• Janet MacKay – j.i.mackay@abdn.ac.uk

• Dentistry, Medicine & Medical Sciences
• Mel Bickerton – m.bickerton@abdn.ac.uk

• Education & Social Science
• Claire Molloy - c.a.l.molloy@abdn.ac.uk

• Engineering, Life & Physical Sciences
• Susan McCourt – s.mccourt@abdn.ac.uk 

• General
• Eleni Borompoka – eleni.boro@abdn.ac.uk

https://www.abdn.ac.uk/library/support/contacts-106.php#panel162



Other workshops in this programme

• Information Skills Refresher 2: Going further with your dissertation 
research

• Information Skills Refresher 3: Managing your dissertation research 
(RefWorks – limitations for footnote styles)

• Word: Working with long documents
• Writing a Literature Review
• Writing your Dissertation/Project: Spelling, Paragraph Structure and 

Constructing an Argument
• LaTeX for PGT students

Check https://www.abdn.ac.uk/coursebooking for details

https://www.abdn.ac.uk/coursebooking


Any questions?



Thank you

Please complete the evaluation form

Refresher Part 1
Ewan & Susan

If you are attending other library workshops this 
week – please bring today’s handouts with you



Transforming the world
with greater knowledge
and learning


