
Welcome to this session on essential library skills for FHS Students.
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When you first arrived in Oxford, you might have felt confused about the basics of
finding things in the library and locating items on your reading list. If you’re in 2nd year
and at the beginning of the FHS course, you’ve settled in to Oxford and the way things
work and it’s a good time to upgrade your skills. You might be starting to think about
different options for papers, possibly considering an Extended Essay later in your course.
Now is a good time to start planning! You can also make sure you’re ready for your year
abroad.

For finalists, this session can act as a refresher after being away on your year abroad,
and make sure you’re organising your work in the most efficient and effective way.

Getting organised and into good habits now will be beneficial, wherever you are in your
course at the moment.
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You’re probably familiar with this kind of library scene…but is there more to it?

Oxford has a wealth of electronic resources which are available 24/7 from anywhere in
the world. You probably feel confident finding journal articles online, but there are
plenty of other resources available e.g. language dictionaries and e-books. There are
also digital editions of important texts, particularly early works – for example, we have
an electronic database of Spanish Golden Age plays – you can find more examples at the
link in your handouts.

Familiarising yourself with the library’s electronic resources will be particularly useful
during vacations or on your year abroad. Also make sure you know about the library’s
system of vacation loans – books from the Teaching Collection can be borrowed over the
summer vacation, whereas books from the Research Collection cannot be borrowed for
that length of time and shouldn’t be taken away from Oxford.
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We hope this session will introduce you to some new ideas, tools and resources that will
broaden your research horizons.
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It might seem a bit early to start thinking about Finals papers, but forward planning is
really important. If you’re considering doing an Extended Essay/Paper XIV, it’s good to
make contact with your tutor before the end of Trinity Term in your 2nd year, as they can
advise you before you go on your year abroad.

Even if you’re not planning to do this paper, the skills you need are still relevant as you
progress through your course; being clear about avoiding plagiarism by using proper
referencing, being consistent about how you construct a bibliography and keeping a
record of your reading.
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Making sure you’re consistent with your citation styles is good academic practice, so
familiarise yourself with the guidelines in the Modern Languages Faculty Handbook and
the MHRA Handbook. It shows you how to insert quotations into your text, how to
structure your bibliography, and what to include in footnotes. Make sure you’re
consistent and accurate in your essays – adopting these formats in your weekly essays is
good practice.
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Here are some examples of how to cite printed sources. Check the guides for how to cite
electronic materials such as e-journals, databases and ebooks. Once you’ve cited
something once, you can shorten the reference on later occasions.
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Academic integrity is about more than just avoiding plagiarism, although this is of course
very important! If you’re unsure of the definition of plagiarism, take a look at the
Faculty-agreed guidelines which you can find in full in the Handbook.

Essentially, plagiarism is “Verbatim quotation or paraphrasing of other people's
intellectual work without clear acknowledgement.” This is why it is so important to
acknowledge your sources and cite correctly. Also, don’t include anything in a footnote
or bibliography that you haven’t actually read!

Good practice in note-taking will make managing your references easier. Always note
down when you are copying directly from someone else’s work, including details of page
numbers – this will save headaches later!

Try always to express the ideas and arguments you encounter in your own words; this is
part of what it means to understand them.
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Whether you’re taking notes or looking at your results from a database search, don’t
assume you’ll remember where you read something! Get into good practice with note-
taking and record-keeping, for example by emailing citations to yourself or saving them
to a USB stick.

You can also use reference management software if you wish – there are advantages as
it allows you to manage citation styles very easily. There are courses available at IT
services, as well as a LibGuide with lots of information on the different options and how
to use them.

Very importantly – always back up your work! Use a USB stick or save your work to
Google Drive, Dropbox or other cloud storage. This will save you from an essay crisis if
your laptop stops working at that crucial moment.
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So we’ve talked about good practice – now to start doing some research on your topic.

How do you go about finding scholarly literature and start reading and investigating your
ideas?

First of all, put your ideas down on paper. You can note down keywords, write yourself
an essay question or draw a spider diagram – whichever approach works for you. Then
start to identify the most important concepts, perhaps highlighting or underlining them.
Now think around your topic; are there other related words or concepts which you
should consider? Also, think about how are these expressed in your target language?
Some languages might have one word for a concept where in English we have two or
three, or a phrase…

Don’t worry if you don’t have a perfect concept in mind to start with – you can
experiment with different ideas and modify your ideas as you go.
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This chart is one way of building a structured search. Imagine we are researching
‘Medieval women writing poetry’. In Row 1 you can see we have identified 3 simple
keywords: medieval, women and poetry. However, to make sure we are encompassing
related terms and concepts, we need to expand on the keywords we use when
searching. So, in Row 2 we’ve put our synonyms and related terms.

In Row 3, we’re putting our search terms together. You can see that we’ve added some
punctuation – often called ‘wildcards’ – which help to make our search more effective.
We are also using Boolean operators : AND and OR, to connect our terms

*Take a look at the next two slides for a full explanation*
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Truncation, usually using the * symbol, allows you to search with the stem of a word to
retrieve variant endings.

The ? symbol can be used to replace a single letter in a word, or a single number in a
date e.g. 160? retrieves any date from 1600 to 1609.

To search for an exact phrase, use quotation marks.

Library catalogues and other electronic resources such as bibliographic databases will
use these or similar search conventions. It can vary so it’s a good idea to check the Help
section of the resource you are using – (more on this later).
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We mentioned Boolean operators a moment ago as ways to connect your terms.

AND retrieves all the words
OR retrieves one or more of the words, which is useful for our synonyms
NOT can sometimes be used to exclude terms from a search

In SOLO for example, a ‘simple search’ using keywords will automatically use an AND
operator i.e. it will combine your search terms together

Advanced Search on SOLO as show in this slide provides a structure for Boolean
searching (and also allows you to specify fields for each search term). You can also type
Boolean operators into Simple Search as free text however.
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So now to return to our search. At the foot of the chart we can see our search terms
have been put together with Boolean operators and wildcards to make the most
effective search. We could now copy and paste that search string into SOLO to find
books in Oxford on our topic, or into a bibliographic database to find journal articles.
More on those in a few moments.
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So we’ve now covered some of the important things to think about when beginning to
research a topic, and we’ve touched on some good practices and techniques. These
should save you time in the long-run and make sure that your searching is systematic. As
we go through the presentation we’re going to introduce you to some electronic
resources, but when you explore further afield make sure you are critical when it comes
to choosing a source. What does it cover? Is it up to date? How is the content curated?
Being aware of what you are searching will make you more effective and able to analyse
your results.
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So how do you evaluate your results? When you are assessing how effective a search
was, ask yourself some of the questions above.

Don’t be afraid if you don’t get great results the first time round. Searching is an iterative
process, so don’t worry if you have to modify your search terms if you have too few or
too many results, or if the results you get don’t look that relevant in the beginning.

We’re now going to move on and look at using some of Oxford’s own search tools,
before branching out to some external databases.
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SOLO: keyword search: narrowing & expanding the search
Keyword example: ‘nineteenth-century french poetry’; brings back 57 results.
One can further refine the search results using the left-hand column of suggested sub-
categories, eg ‘Topic’ (also library, language, publication date etc.) – refining the results
uses the search results already there as the starting point; ie it narrows the search.
OR
Pick up full Library of Congress Subject Heading from the details & links tab of a relevant
title in the results eg ‘French poetry – 19th century – History and criticism’ is the ‘fixed’
LCSH (subject heading); clicking on a LCSH creates a new search with that subject
heading as the basis, ie it widens/expands the search but in an efficient way (in this case
would widen the search to 368 results with that LCSH [as shown on next slide]); these
subject heading s are ‘fixed’ so you can only find out the exact phrase from SOLO itself
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SOLO: keyword search: expanding the search: LCSH search results
These are the results of the ‘fixed’ LCSH search; the search has expanded to 368 items,
all with the ‘French poetry 19th century History and criticism’ subject heading; note
the automatic alteration of the SOLO search parameters; they have now become ‘with
my exact phrase’ ‘in subject’.
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SOLO: keyword search: expanding the search: limitations
Be aware that LCSH do not always appear completely consistently within SOLO;
therefore searching via LCSH is useful but not comprehensive [this example wouldn’t be
found via the ‘French poetry – 19th century – History and criticism’ LCSH search but
could still be relevant].
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SOLO: keyword search: expanding the search: browse related titles
Some records will offer a ‘Browse Related Titles’ option, which is another way to extend
your search – it is intended as a ‘virtual shelf browse’ as it is based on classification
numbers.
Be aware it is also NOT COMPREHENSIVE as it will only include those records which have
a Library of Congress or National Library of Medicine classification field (only a
proportion of items on SOLO); it presents a useful selection only.
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SOLO: saving search results
Add relevant items from your search to your e-shelf by clicking on the little ‘e-shelf’ star
to the left of each title (you need to be signed into SOLO to add items permanently to
you e-shelf).
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SOLO: managing search results
Use the ‘e-shelf’ option (top right) to look at your items saved to the e-shelf & organise
these saved references into folders for different topics; from here you can also email,
print or export references to reference management software (eg if you are using
RefWorks)
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Oxford University e-Journals
You can link to both OU e-journals & OxLIP+ from the SOLO page (top right).
Oxford University e-journals is particularly useful if you specifically want an electronic
version of something (eg are off-site) (NB all e-journals are also in SOLO; this is a
different way of accessing them).
Here is an example: I want to find this issue of Screen from 1973-74, in electronic form…
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Oxford University e-Journals
Left-hand side: OU e-Journals platform, which I can search to find this journal issue.
Note that OU e-Journals is for searching by TITLE OF JOURNAL, not title of article or
subject/topic searching – ie usually for locating specific articles of which you already
have the reference, as in this case.
Using options such as ‘starts with’ will make your search more efficient.
Click on the relevant journal title; you are then offered various platforms which supply
the e-version of the journal (as on the right-hand side); choose one which offers the
relevant date coverage (1973-74 in this case).
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Oxford University e-Journals continued
You are then presented with an online ‘archive’ of journals volumes & issues and need to
browse to find the relevant year & volume; 1973 in this case.
The exact format of each journal will vary, but the browsing principle is the same.
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Oxford University e-Journals continued
Once you’ve clicked through to the right issue, you’ll be presented with a table of
contents, and can click on the on the ‘Full Text (PDF)’ option for an individual article
(exact format & terminology will vary for different journals).
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Oxford University e-Journals continued
Here is the PDF of the full-text article; in this full-text article, there will be options to
save, print, email the article; the citation of the article will also be available (exact
format & options will vary).
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OxLIP+
As we saw with OU e-journals, you can link via SOLO page to OxLIP+..
This is a gateway to bibliographic & full-text databases to which Oxford subscribes.
You can SEARCH for a specific database (if you know the name of one that you want to
use) or BROWSE for databases/resources for a particular subject – in this case I am
browsing for Modern Languages & finding the sub-section for Hispanic & Latin American;
I then click GO…
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OxLIP+ continued
Here is the list of relevant electronic resources; there will be more about using specific
examples of these databases in the next section; to search a database, you click on the
title to be taken into that resource…
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Finding new items to read – going beyond the reading list.
How do you discover good, relevant texts to read? You may be happy to stick to the
reading list, but especially by fourth year revision, you are often looking for more
material, and bibliographies are a great way to discover more articles and books on your
topic. Bibliographies come in different shapes and sizes. They can be book specific like
this example – the bibliographies you are used to seeing at the end of text books. You
might already skim these to see if there is anything of interest to read…
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Topic specific
These are usually relatively short and therefore often in print form. The Year’s Work in
Modern Language Studies is in this category because although it covers all the main
European Languages, each volume is restricted to publications from a particular year.
The latest volume contains works published in 2013.

One online resource which is very useful for topic specific bibliographies is
oxfordbibliographies.com. It doesn’t have any topics directly relating to modern
languages at present, but it does have related topics such as linguistics, medieval history
and philosophy and is a very useful starting point.

32



Subject-specific
The MLA is a large bibliography for Modern Languages. These kinds of bibliographies are
much bigger – to big to browse or produce in print – and are therefore online as
searchable databases
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Very general
Examples are articles and more in SOLO, or google scholar

Be aware that all bibliographies, even the most general, select the material they contain.
It is a good habit to get into whenever you are using a new online resource to go to the
“About us” section first to find out what it is you are searching, and also any search tips.
Good search strategies are essential to extract the most relevant information from these
vast databases.

This is SOLO Articles and More. Clicking on the “what am I searching” link tells you that it
is searching a resource called Primo Central, and there is a warning that it does not have
the functionality of specialist subject databases. It is convenient and you might hit lucky,
but not the best tool for a precise search.

However, I’m going to have a go anyway… I’m interested in German exile literature. I’ve
put a * as I want to include Germany as well as German. I’ve restricted the search to
articles. 1429 results have been found, and there is a direct link to the full text where it
is available. You can save the results to your eshelf and export them in the way you are
used to. Handy, familiar, but you can’t be sure you have found everything on your topic.
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The MLA, a subject-specific bibliography, selects material relating to Modern Languages,
and I’ve included the list of exactly what is covered on the slide. Real people are
involved in selecting and describing the resources, so it is a high quality resource, with
subject terms added to help you find the resources. However, that means you are also
dependent on their decision making. This is usually very good! But they may have
decided not to include something you would find relevant, and they may not have
assigned subject terms in the way you would expect. On the whole though, it is the most
useful bibliography for Modern Languages students.
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I have tried to perform the same search here as in Articles and More. I wasn’t able to
limit to articles in the basic search screen, but could narrow my results using the filters
on the left. Although German isn’t in the title of any of these top results, German
Literature is one of the assigned subject headings.

This is a lot of results
You can’t read all of them! You should modify your search or use the filters until you
have a manageable number of results. Use the Recent Searches link to go back if you
think an earlier search worked better.

Once the list is more manageable, you can start clicking on the title links to narrow it
down further.
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Clicking on a title link in the results list takes you to the full record.

Most importantly for narrowing your selection, there is usually a summary of the article,
called the “abstract”.

The record contains a subject list, created by the staff who work on the MLA. This list is
a series of links.

It is a good idea to use these subjects to get ideas for how you could narrow down your
search further. For example, adding in the group “writers in exile” to the search might
help me find what I am looking for more quickly. If you want to broaden your search,
clicking on any of these subject terms will show you all the other articles which have
been assigned the same term.

If you decide you might like to read the article, then you can put a tick in the “Add to
Selected items” box. This is the equivalent of the add to eshelf option in SOLO and
creates a short list of “to-read” items.
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Get to your short list of interesting articles by clicking on the folder icon at the top of the
screen. Articles which are in Project Muse or JSTOR have a direct link to the full text in
the article record, but if there isn’t a direct link, for example the first article on this list,
then “find it at Oxford” will help you locate it. It will take you to a pop up with a direct
link to the full text if available, and a link to SOLO to check for print holdings.

If it isn’t at Oxford, all is not lost, as there are other means. If you really need it, come
and ask and we will help!

As well as links to the full text, there are other things you can do with your short list. You
can download nicely formatted citations to cut and paste straight into word, or you can
email, save or print the list. If you create a free My research account you have access to
even more functionality. It is worth clicking on the “learn more” link to see whether this
might be something of use to you
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This is an example of a more specific bibliography, which is only concerned with the
medieval period. This demonstrates how bibliographic databases can be similar and yet
different…

Remembering that no bibliography is comprehensive, I checked the “coverage” section
and discovered that this bibliography contains articles from a select list of publications.

The search box auto fills with suggested search terms, but you can still use your own
search terms, boolean operators and wildcards.
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The advanced search screen offers many more options, particularly the thematic search,
which uses subject terms added to each record – a great tool to discover new material.
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Once you have done your search the results list allows you to first select, and then
export records. To find a copy, use the find it @ Oxford link as before.

Examples of subject specific bibliographies for different languages are available via the
link in your handout (and are listed on the LibGuide).
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This is another example of a more specific bibliography, which is only concerned with
German Language and Literature.

Remembering that no bibliography is comprehensive, I checked the “about us” section
and discovered that this bibliography contains all the material relating to German
Literature and Language acquired by the University of Frankfurt, which has the national
collection in this area. So it will have most things, but isn’t comprehensive either….
Follows similar principles to MLA, but you do need to adapt your search. For example,
German nouns join things together, so a search for Exilliteratur excludes Exilforschung or
similar. The advantage is that searching in German is more precise, so on a SOLO search,
Zauberberg will get you to where you want better than Magic Mountain, which could
bring up all kinds of magic, geography, science books, so different languages have their
searching quirks which you will need to take into account.
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As with the MLA, you can click on texts to find more information, and tick the little boxes
to add them to a list which you can then export.

When you are in the detailed record, instead of the “find it at Oxford” link, there is a link
to Copac. Copac searches all the libraries in the UK. If Oxford has it, there will be a
further link to take you to our holdings. If we don’t have it, all is not lost. Speak to your
subject librarian or the Enquiry desk staff and we will help you.
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So you have done your search, followed up all the leads. Do you have to keep checking
back to see whether anyone published something new in your area? – Yes and no. It is
always worth checking back regularly. However, there are current awareness services
that will email you when something that meets your search criteria is added to the
database. Some bibliographies, such as the International Medieval Bibliography and the
MLA, offer this. If they don’t, you can use zetoc. Zetoc will email you when a new issue
of a journal you are interested in has been published, and when an article is added to
the database which contains your search terms.
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How do you know whether what you have selected is worth reading? Is your tutor going
to tell you that you wasted your time, or that the ideas contained were long discredited?
Many people are so worried about this that they stick firmly to the reading list, however,
you shouldn’t be afraid to form your own opinion, and the second year is a good time to
try out different ideas. It is also possible to find out how an article has been received.
You can do this using the Arts and Humanities Citation Index, which is part of the Web of
Science collection of databases – don’t be put off by the word Science!

This can be used as another bibliography for discovering material. It contains articles
from 1761 journals (so like the others it isn’t comprehensive). I searched for the topic
“mexican revolution”, and then sorted the results to have the most cited articles at the
top. These are the articles which other people have found useful enough to cite. If you
click on the “times cited” link you can see which articles cited this article, and conduct a
very efficient browse search.
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So far we have just covered discovering secondary literature. What about ebooks and
other primary sources… Ebooks we have bought are on SOLO just like printed books
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But some texts, particularly primary texts, are part of large databases, and we don’t have
records for each item in each database. If you looked for this particular publication on
SOLO, you would only find a copy on microfilm, with no clue that we have online access
via a database.

The copy on the slide is from the database Literary Expressionism Online, an online
resource which the library has bought at great expense!
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Here is another example. This is an online version of a critical edition of Kafka’s works.
It has all the notes from the critical edition, and all of Kafka’s works are included, with
fragments and diaries, but you won’t find any of it listed on SOLO and it won’t come up
in a google search either because it is a resource we subscribe to and pay for.

[We do realise it would be good if it were on SOLO, and we are adding records where we
can]

There are a number of similar critical editions for other major authors in several
different languages.

How do you discover databases such as these?
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Subject gateways are a great way to discover online resources… OxLIP+ is a subject
gateway which lists relevant databases and would find both of those examples, and you
should take the time to look at what is there, but there are others. Germanistik im Netz
is a fantastic resource for Germanists. Other languages will have their own equivalents.
It is well worth browsing these sites to get an awareness of the sorts of resources which
are out there. You can also search them if you are looking for something specific.

Google can be a great help for finding free online resources, but be aware that it won’t
find anything which is subscription only – i.e. the high quality resources the library has
invested in.

49



It can be difficult to locate digitised copies of printed books and manuscripts held by
public institutions and libraries, as cataloguing is not always comprehensive. Although
most of the works you need will be available in modern editions, it can give an extra
dimension to your studies to see how they looked when they were first published. As an
aside, you are welcome to request up books from our rare books room to consult in the
library.

Digital Bodleian is basically a library catalogue of digitised texts, however, it doesn’t
include everything from Oxford that has been digitised, particularly in projects which
have involved collaboration with other institutions, as the images of our collections may
be hosted elsewhere.

Europeana is a big catalogue which collects information about digitised copies from
institutions all over Europe, allowing you to cross-search all of them. However, not all
institutions participate, so it is not comprehensive. Oxford participated for a while but
doesn’t any more.

Some catalogues have been produced for different topics – the ZVDD is a central list of
digitised copies held by German institutions.

However, your best bet is often to go to the website of particular institutions known for
their digitisation programmes – national libraries for example, to explore what they
have, or simply Google. Some institutions are working to make more of their data
indexable by Google, which will make it easier to retrieve. Other initiatives, such as Early
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Modern Thought Online, are trying to create more complete catalogues. This is still a
developing area. There are also the images which researchers take themselves and make
available in different ways, on platforms such as twitter and flickr.
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You might just want a cheap digital edition of a text for your ebook reader. Some may be
available via the library, and you may be able to buy them cheaply from the usual
retailers, such as Kindle Store etc. However, for out of copyright books, there are many
free online versions. Project Gutenberg has been providing free ebooks for many years.
There are also language specific resources.

Do always double check what the edition is based on (e.g. is it based on a particular print
edition), is it abridged, has it been proof-read etc. Quality can be variable! They are also
very unlikely to have any of the editorial notes, introductions etc. that a bought copy
would have.
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Finally, what about reference resources… The main reference sources for languages are
dictionaries, and it is worth exploring what is available online. Academies often make
available their dictionaries free of charge.
For German, there is a fantastic free resource Woerterbuchnetz, which allows you to

cross-search lots of important historical and regional dictionaries.

WordReference.com is a useful resource for a number of languages, and it has the
advantage of including the Collins dictionary for some languages. I love the voice
recognition feature which means you can say a word and the translation is instantly
there for you.

Use OxLIP+ and subject gateways to discover these kinds of resources, as well as google,
ask your friendly subject librarian and remember to look at the LibGuides.
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There are plenty of places to get help on library matters and study skills. Don’t be afraid
to ask!
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Bodleian Libraries’ online subject guides – general one for Modern Languages, & also for
individual languages – signpost to online resources for that language
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