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Resources offered by the UAB 
Libraries to carry out your 

academic work (TFM)

Masters – Faculty of Veterinary Medicine



2

Choice and definition of the 
subject  
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Choice and definition of the subject
Since you will dedicate a good amount of time to your work, it 
will be easier if you feel comfortable with the subject you 
choose.

So, choose a subject...

• that you find interesting and motivating

• that lets you focus on your professional career

• but also that it is a subject with enough bibliography, so that 
you can delve into your work.
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Choice and definition of the subject

Once you have chosen your subject, you will 
need to consider some questions that will 
help you focus before beginning to search 
for information.
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The reference works 
(encyclopedias and dictionaries) will help you 

contextualize the subject
and become familiar with the terminology

Points of view that you want to address, period of 
time, geografic location, language, type of 

document, ...

1. What do I want to search about the subject?

Choice and definition of the subject
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You will not double unnecessary efforts to 
recover information that you already had

Do an outline of what you already know to establish your 
starting point

2. What do I already know?

Choice and definition of the subject
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Consult the Search  engine of the UAB Libraries or 
ask your reference librarian

to know the relevant sources of information. 
See: Module 2 Search process

Approach the databases, books, magazines, etc., where 
you will search for information

3. What information resources are available for me?

Choice and definition of the subject

https://www.uab.cat/libraries
https://www.bib.uab.cat/pregunta/pregunta.php
https://e-aules.uab.cat/2018-19/course/view.php?id=285#section-2
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UAB libraries offer in-person and virtual courses 
about how this tool works. 

Consult the programmed sessions at 
www.bib.uab.cat/formacio/ and sign up, don’t leave it for 

later!

Use the bibliographic manager Mendeley Institucional
It will help you organise your research and to easily access to 

the documents from anywhere 

4. What do I do with the information I gather?

Choice and definition of the subject

http://www.bib.uab.cat/formacio/
https://www.uab.cat/biblioteques/mendeley/
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Too much information, too few information ... 
You still have time to change or redefine the subject!

Some tools, as virtual calendars and task managers, will help 
you to manage time

5. Do I have enough time?

Choice and definition of the subject

https://www.uab.cat/web/correu-i-serveis-al-nuvol/correu-i-serveis-al-nuvol-per-a-estudiants/microsoft-office-per-a-estudiants-1345687372228.html
https://evernote.com/intl/es/
https://support.office.com/es-es/article/presentar-datos-en-un-diagrama-de-gantt-en-excel-f8910ab4-ceda-4521-8207-f0fb34d9e2b6?ocmsassetID=HA010238253&CorrelationId=58f0f0ef-3ac7-41ec-978a-e057e101dd88&ui=es-ES&rs=es-ES&ad=ES
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Choice and definition of the subject
But remember that...

Your teacher or tutor can guide you and will give you 
the necessary instructions to prepare your work.

Image: Elisa Rivera / Pixabay / Public domain

https://pixabay.com/en/users/ElisaRiva-1348268/
https://pixabay.com/en/questions-demand-doubts-psychology-1922476/
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How can you do a search?



12

Identify the keywords
Success depends largely on choosing appropriate search 
terms

• Use meaningful terms that 
represent important concepts 

• Forget about prepositions, 
conjunctions, articles, pronouns, 
adjectives or adverbs

• Look for synonyms and related 
terms

• Equivalents in English and other 
major languages
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 Identify and define your need for information. Define the topic well 

• Express the subject or topic in a specific sentence

Example 1: Clostridium difficile infection in horses
Example 2: Food allergies in EU countries

• Geographical and chronological scope? Old or just recent information?

Identify the keywords
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 Identify search terms: find the keywords that best define what we are 
looking for.  

Identify key concepts: using meaningful terms and forgetting about 
prepositions, conjunctions, articles, pronouns, adjectives or adverbs

• Identify synonyms or other related keywords to obtain more appropriate 
results (English equivalents, related terms ...). Also take into account 
singular / plural forms, acronyms, etc.

Example 1 Example 2

Concept 1: infection 
Concept 2: Clostridium difficile
Concept 3: horses

Concept 1: food
Concept 2: allergies
Concept 3: EU 

The success of the search will be largely determined by the proper 
selection of terms that we use in the search strategy

Identify the keywords
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• AND (i, y, &): returns documents that 
contain both terms. Example: infection 
AND horses

• OR (+, O): returns documents that 
contain any one of the terms. Example: 
bovine OR bovinum

• NOT (- , AND NOT): returns 
documents that contain one term, 
but excludes all those that contain 
the other one. Example: rabies NOT dogs

Boolean operators
 Build the search. Know how they can be combined the terms 

between them to retrieve the most appropiate information
Boolean opeators
are used to search for information.  They combine the search terms to 
refine the search and return exactly what you need
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Other operators: truncation

The keywords can have suffixes and
retrieving all these variants can help
in finding the documents we want

Truncation retrieves the term exactly as
written plus the term with its suffixes

• The most common are: *   !   ?   $   
#

• Example: 
• bovin* : bovine, bovinum, bovins, 

bovinos, ...
• food* : food, foods, fooding, ...

Use truncations 
and wildcards: 

signs that let you 
search by the 
word's root or 

replace letters in 
it.
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Too many results? Add a filter to your 
search

 By field (e.g., search only in the author field)

 By the language of the documents

 By location or time period

 By document format (e.g., only journal 
articles)...
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Check how relevant and 
comprehensive your results are

Do the results fit your information 
needs? Are they useful for your 

project? Relevant

Have you retrieved all the results you 
need? Comprehensive

If not, you may need to tweak your 
strategy

 Analyze the degree of ownership and exhaustiveness of the results 
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Tips on tweaking the search strategy

• Add more major concepts and combine 
them with AND

• Remove any truncations
• Use descriptors
• Search in narrower fields (for example, the 

title or the keywords)

If you get too 
many results

• Remove the less important concepts 
• Add synonyms and combine them with 

OR
• Use truncations
• Widen the search to more general fields 

(for example, abstract) or to all the fields

If you get too 
few results
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Know the academic resources 
for your TFM
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What is an academic resource? 

Academic resource means it was written 

by qualified experts and cites other 

research. 

You are recommended to use academic 

information to support your arguments in 

your TFM. 

To pick out the information of the highest

academic worth, try the IDEARE test
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IDEARE

Material from UlibrayLab, at UVIC Library
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Excellent example of an academic 
work

Material from UlibrayLab, at UVIC Library

• Intent: the article has a specific goal

• Readership: academics and researchers

• Evidence: the authors cite bibliographic 

references 

• Topicality: Good

• Importance: Excellent. A specific study 

on the topic, cited several times

• Expertise: the authors are specialists in 

the subject and have published other 

articles in the field of Economics. 
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Good example of an academic work

Material from UlibrayLab, at UVIC Library

• Intent: to provide a reconstruction of the Spanish national accounts over more than a century and a half 

(1850–2015) and a synthesis of their results

• Readership: university students and researchers

• Evidence: the authors cite bibliographic references 

• Topicality: very good

• Importance: Excellent. A specific study on the Spanish economy 

• Expertise: the author is a well-recognised historian whose research focuses mainly on economic and social 

history topics concerning Catalonia and the West Indies
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Fairly good example of an academic 
work

Material taken from UlibrayLab, at UVIC Library

Author unnamed
Income per capita
Wikipedia
Accessed on 27 July 2019
https://ca.wikipedia.org/wiki/Renda_p
er_capita

https://ca.wikipedia.org/wiki/Renda_per_capita
https://ca.wikipedia.org/wiki/Renda_per_capita
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Not an academic work

Material from UlibrayLab, at UVIC Library

La Reserva federal de EEUU mantiene 
los tipos de interés pero abre la puerta 
a bajarlos pronto / Sandro Pozzi
El País (19/06/2019)
Accessed on 27 July 2019
https://elpais.com/economia/2019/06/
19/actualidad/1560940301_857626.html

https://elpais.com/economia/2019/06/19/actualidad/1560940301_857626.html
https://elpais.com/economia/2019/06/19/actualidad/1560940301_857626.html
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What are the main sources of 
information? 
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Information sources are the objects or subjects that 

generate, contain, provide or transfer information

 Primary sources give direct access to 
information. Examples: books, journals, 
dictionaries, encyclopaedias, etc. 

 Secondary sources do not provide new 
information but give access to the 
primary sources. Examples: catalogues, 
databases, thematic portals, etc. 
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Search fields and search types
Search fields are the parts of the document records in which we
look for the terms we have chosen. The commonest search fields
are free text, title, author, keywords, topic, etc. Most information
sources offer two options: basic search and advanced search.

 A basic search, in general, only lets us 
search in a single field in the entry: by 
author, by title, etc. 

 An advanced search lets us combine
various search fields, for example title
and author, or title and topic, using the
operators that we learned about in
Module 2.1. This type of search yields 
more precise results.
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Know the most important sources of 
information

Below is a suggestion for locating books, articles and other 
academic sources. 

Basic sources Specialist sources
 UAB Libraries Search Tool  Databases
 University Union Catalogue of 

Catalonia (CCUC)
 Subject guides

 Specialist search engines, 
repositories, etc. 

http://www.uab.cat/biblioteques/
http://www.uab.cat/web/els-nostres-fons/bases-de-dades-i-altres-recursos-electronics-1345746021506.html
http://cbueg-mt.iii.com/iii/encore/search/C__S__Orightresult__U1?lang=cat&suite=def
http://cbueg-mt.iii.com/iii/encore/search/C__S__Orightresult__U1?lang=cat&suite=def
https://www.uab.cat/web/estudia-i-investiga/guies-tematiques-1345708785661.html
http://www.uab.cat/web/els-nostres-fons/diposits-digitals-1345719614031.html
http://www.uab.cat/web/els-nostres-fons/diposits-digitals-1345719614031.html
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Search Tool: https://www.uab.cat/libraries/ 

https://www.uab.cat/libraries/
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Search Tool
A tool that lets you search in all the resources of the UAB 
Libraries.

The search is performed simultaneously in 
• the UAB Libraries catalogue
• the UAB digital library (digital resources provided by the 

UAB Libraries)
• the digital repositories DDD and Traces

It lets us
• restrict results according to various criteria
• access the full text (if it is available)
• reserve and borrow documents in "My account"
• save lists of documents, send references and export them 

to Mendeley, the bibliographic reference manager
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Search Results
On performing a search it shows us all documents, whether in print 
or digital format, and you can apply filters to limit the results.

• Availability :  if the document is in open access, in the library 
collection, online and peer-reviewed journals

• Resource type : to filtre whether it is a book, journal, thesis, 
journal article, vídeo image, … 

• Filter by other factors , such as subject, autor, library, language, 
journal title, . 

Results are in order of importance (the most frequently accessed 
first), and you can change by date, title or author. 
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Basic search

Filters 
or 
factors Availability
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Advanced search
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How to find books and journals
In the Search Tool we will find books and journals in both print and
electronic format.

Direct access to the full text (if 
bought/subscribed to by the UAB)ELECTRONIC

Number of copies/collections, 
availability and library where it is 

located
PRINT
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Finding e-journals and e-books
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Finding a specific article, journal or 
book, 
In the Search Tool we can find a specific journal article, journal or book 
by citation information: article or journal title, DOI, PMID, ISBN, 
author, publisher, ...
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Download and export results
From the Search you can save records found, export the reference to 
diferent formats, print, sent by email, export to the Mendeley 
bibliographic manager, cite, create a permanent link and, if 
necessary, PEDIR the article to Interlibrary Loan Service.
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University Union Catalogue of Catalonia 
(CCUC)

https://ccuc.csuc.cat 

https://ccuc.csuc.cat/
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Access to e‐resources from outside the 
UAB 
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How to perform internet 
and database searches
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How to search on the internet
Not all information published on the internet is reliable

• Search engines search by keywords and show a list of 
automatically indexed web pages.  Useful for finding documents 
and websites, they give access to up-to-date information and 
retrieve a large amount of information 

• Thematic portals: websites that offer a set of resources and 
services around a specific topic, with information selected by 
experts in the field. Example: subject guides from the UAB Library 
Service
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Subject guides

The UAB Libraries 
offer subject 
guides with all the 
information 
sources on a 
particular subject. 

Available at: 
http://www.uab.cat/libraries

http://www.uab.cat/libraries
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Subjet guide : Animal and Food 
Science

https://www.uab.cat/web/guies-tematiques/ciencia-animal-i-aliments-
1345738249152.html 

https://www.uab.cat/web/guies-tematiques/ciencia-animal-i-aliments-1345738249152.html
https://www.uab.cat/web/guies-tematiques/ciencia-animal-i-aliments-1345738249152.html
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https://www.uab.cat/web/guies-tematiques/medicina-i-sanitat-animal-
1345738250831.html 

Subjet guide : Animal Health and 
Medicine

https://www.uab.cat/web/guies-tematiques/medicina-i-sanitat-animal-1345738250831.html
https://www.uab.cat/web/guies-tematiques/medicina-i-sanitat-animal-1345738250831.html
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Internet search engines
• Databases of automatically indexed web pages

• Allow you to make queries based on one or more words that appear in the 
indexed documents

• Useful for finding documents and websites

• Give access to up-to-date information

• Retrieve a large amount of information

.

Danger of intoxication

Google Scholar: a good starting point that gives a general 
overview. Focuses on the world of research and academic 
study: specialising in academic journal articles, research 
projects, reports, theses, books, etc. 
https://scholar.google.es/

https://scholar.google.es/
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Online press
The portal El Quiosc offers you the online press and press databases 

subscribed to by the UAB, plus other useful resources: media directories, 

news search engines, etc. http://www.bib.uab.es/premsa/ 

http://www.bib.uab.es/premsa/
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Where can I find databases?

http://www.uab.cat/libraries

http://www.uab.cat/libraries
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Databases
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Databases
One of the main information sources for finding academic literature

Some are multidisciplinary: encompass a wide range of subject areas,
making them an excellent initial resource for commencing research.

 

And some are specialised, for example:
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Information resources
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Multidisciplinary databases

• Produced by Elsevier is the world's largest database of 
peer-reviewed summaries and citations, with daily 
updates 

• Access to the full text (UAB subscribed or open access 
resources)

• Type of documents: references from journals, trade publications, books, web resources, 
patents and author profiles    

• Theme: multidisciplinary 

• Others: information in 40 languages, non-Anglo-Saxon coverage (6,900 European 
magazines, more than 50% of the titles are European, South American and Asia-Pacific). 
It offers added value services: creation of bibliographic alerts, consultation of impact 
factor, H index, etc. 
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• Theme: multidisciplinary 

• Otros: allows thematic searches and by cited work and / or author, consult bibliometric 
indicators (number of citations, H index, impact factor of journals, etc.)

• You have access, among others, to: Science Citation Index (more than 8,000 
publications), Social Sciences Citation Index (more than 3,000 publications), Arts & 
Humanities Citation Index (more than 1,600 journals), Conference Proceedings Citation 
Index (12,000 conferences per year ) and Book Citation Index (citations of books and 
book chapters (printed and electronic). Also in: Biosis Previews, Medline, Scielo Citation 
Index, Korean Journals Database and Russian Science Citation Index

• Mainly Anglo-Saxon portal of the company Clarivate 
Analytics. Includes high-quality bibliometric information 

• Access to the full text (UAB subscribed or open access 
resources)

• Type of documents: journal articles, proceedings, books, book 
chapters, etc. 

Multidisciplinary databases
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• Portal that contains various databases, one of which is 
MEDLINE. Allows you to retrieve appointments from PRE-
MEDLINE and OLD-MEDLINE. 

• Type of documents: journal articles from more than 6.000 
journals

• Access to the full text (UAB subscribed or open access 
resources)

• Theme: health sciences

• Chronological coverage: since 1950 and updated daily

Multidisciplinary databases
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• Access to the full text (UAB subscribed or open access 
resources)

• Type of documents: journal articles, theses, market reports, 
working papers, proceedings, vídeos, case studies, etc. 

• Theme: multidisciplinary 

Other: include databases: 
• Natural Science Collection
• Health & Medical Collection

Multidisciplinary databases

https://cataleg.uab.cat/iii/encore/record/C__Rb1842014__SProQuest__Orightresult__U__X8?lang=cat&suite=def
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• Bibliographic portal of hispanic scientific literature

• Type of documents: journal articles, books, books chapters, 
proceedings, theses, etc. 

• Theme: human, legal and social sciences

• Other: offers a bibliographic alert service and access to the 
full text of some documents 

• Type of documents: articles from Spanish scientific journals, proceedings, theses, 
compilations, reports and monographs

• Theme: multidisciplinary 

Multidisciplinary databases

https://cataleg.uab.cat/iii/encore/record/C__Rb1614349?lang=cat
https://cataleg.uab.cat/iii/encore/record/C__Rb1695596__S%C3%8Dndices-CSIC__Orightresult__U__X6?lang=cat&suite=def
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• Produced by the National Agricultural Library (USA)

• Theme: agriculture and related fields. 

• Type of documents: It contains articles from acadèmic journals, monographs, conferences, 
theses, patents, translations, audiovisual materials, software and technical reports.

• Chronological coverage: since 1970 and updated weekly

• Other: Since 1985, the CAB Thesaurus has been used to select controlled vocabulary terms 
for subject indexing. Library of Congress Subject Headings are used as controlled vocabulary 
for cataloging records.

AGRICOLA
Thematic databases
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• Produced by CABI

• Theme: Encyclopedia on health and production of 
pigs, poultry and ruminants, also includes food 
safety topics. 

• Type of documents: It contains more than 135,000 
references, images and information sheets 
(datasheets) on more than 300 diseases, 
pathogens, parasites and races from 150 countries. 

• Chronological coverage: since 1972 and updated weekly

• Other:  The content includes the most recent geographical distribution data from the World 
Organization for Animal Health (OIE) and information from the Cornell University Consultant 
database.

• It includes 30,000 definitions from the Saunders Comprehensive Veterinary Dictionary 
(Elsevier), 10,000 terms from the World Dictionary of Livestock Breeds, Types and Varieties, 
and 1,800 terms from the Encyclopaedia of Farm Animal Nutrition (CABI). 

AHPC 
The Animal Health & Production Compendium

Thematic databases
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VetMed Resource 
Veterinary information to support practice, based on evidence 
and continuing education

• Produced by CABI

• Database that includes more than 107,000 full-text 
documents and more than 1.8 million 
bibliographic records tagged with keywords, from 
more than 5,000 journals. 

• Theme: veterinary and animal health: ruminants, 
pigs, birds, horses, aquaculture, companion 
animals, exotics, zoo and wild animals, welfare 
and behavior ... 

• Type of documents: journal articles, proceedings, 
newsletters, etc.

• Chronological coverage: since 1972 and updated weekly

• Other:  Access to CAB Reviews, news and Smart searches (searches prepared by experts 
that help the user to quickly find the best results among the VetMed Resource records). 

Thematic databases
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Save and export the results
Most databases allow:

• Save search 
• Create bibliographic alerts (you can save search strategies and 

receive alerts of new results of this strategy)
• Export records to bibliographic managers and in various formats
• Download the articles (UAB subscribed or open access resources)
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Citations, bibliographic
references and 
bibliography
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Citations and bibliography: 
basic concepts
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Citing and compiling the 
bibliography
In order to carry out any scientific work we need to use information 
that is already published, that is we must acknowledge our debt to 
the information sources we use.

When we use someone else’s information (an article, a book, a 
website, statistics) to do our own academic work we have to say 
where we got that information from, that is we have to cite the 
information source, no matter if we are summarising and idea or 
quoting literal words.

So, you must keep this in mind:

• When you write your research and you use someone 
else’s work, cite it properly in your text.

• When you look for information, do take note of the reference 
of all documents you have used whatever the source is: book, 
article, internet resource, tweet, image, statistics...
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Why use citations? 

WHY ARE 
CITATIONS 
NEEDED?

To acknowledge the original author 
of the idea and define 

responsibilities

To back up our arguments with the 
research and theories of others

To avoid plagiarism

To locate the sources cited (books, 
articles, websites, etc.) and point the 

reader towards further information

To lend credibility and rigour to your 
project. Stating where you got your 

information from proves that you 
have done your research
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What should we cite?

Insert Image

WHAT 
SHOULD WE 

CITE?

Any idea or sentence that is NOT 
of our own making

Any information that does NOT 
count as general knowledge

We can cite data, images 
(photos, maps or graphics), 
tables, etc. 
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How to cite

Insert Image

HOW TO 
CITE

STYLES
Many different styles are available for citing. You'll 

pick one or another depending on your field of 
study, with help from your tutor. 

3 TYPES OF CITATIONS
In formal terms we cite through citations, 

bibliographic references and/or bibliography

STANDARDISED STYLE
It is necessary to cite our sources and present 

bibliographic references in a way that is consistent 
and uniform 
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IN-TEXT 
CITATION 

BIBLIOGRAPHIC 
REFERENCE

LIST OF 
REFERENCES 

OR 
BIBLIOGRAPHY 
AT THE END OF 

THE 
DOCUMENT

Citation types

Source: Dasí, A., Elter, F., Gooderham, P. N.  and Pedersen, T. (2017). New Business Models In-The-Making in Extant MNCs: Digital Transformation in a Telco. Advances in 
International Management, 30, 29-53. https://doi.org/10.1108/S1571-502720170000030001 

EXAMPLES
based on APA style 
(more styles here)

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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What is a bibliographic 
reference?
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What is a reference?

• A reference is a set of bibliographic data that 
refers to a document. 

• These are all the sources all the sources that have 
been cited throughout the work and are, in a 
systematic list at the end. 

• Citations must be coherent and keep the same 
style ALWAYS throughout the text.

• The layout of bibliographic references changes 
according to the type of source you need to cite. 
That is, references for books contain different 
elements than references for journal articles.
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4 Forbes D, Forbes SC, Blake CM, Thiessen EJ, 
Forbes S. Exercise programs for people with 
dementia. Cochrane Database Syst 
Rev 2015;(4):CD006489. 

5 Groot C, Hooghiemstra AM, Raijmakers PG, et al. 
The effect of physical activity on cognitive function in 
patients with dementia: A meta-analysis of 
randomized control trials. Ageing Res Rev 2016;25:13-
23. doi:10.1016/j.arr.2015.11.005

Citation      Reference
When a citation 
is inserted in the 

text...

CSE style can 
be cite-

sequence/nam
e or author-date

... at the end of 
the document 
bibliographic 

references 
arranged by 

order or author 
will appear in a 

list
 

.

In comparison with previous trials,4,5  we recruited a 
substantially larger sample size, used a measure of 
cognitive impairment recommended as a core 
outcome in consensus guidelines, and maintained high 
levels of follow-up. We used robust allocation 
concealment and masked outcome assessment. 

Source: Lamb SE, Sheehan B, Atherton N, Nichols V, Collins H, Mistry D, et al. Dementia And Physical Activity (DAPA) trial of moderate to high intensity exercise 
training for people with dementia: randomised controlled trial on behalf of the DAPA Trial Investigators. BMJ. 2018;361:1675. 

🡪🡪
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How to cite?
• Manually: Citations and bibliography

• Automatically: using a bibilographic reference manager. They allow
you to sabe references, edit them, classify them, insert into a text and 
generate a bibliography.

Mendeley and Zotero are the bibilographic reference managers 
supported by the UAB libraries. Check this page

https://www.uab.cat/web/estudia-e-investiga/citaciones-y-bibliografia-1345733232823.html
https://www.uab.cat/web/study-and-research/reference-managers-1345868640772.html


73

CSE (Council of Science Editors) -
Author/Date citation style
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Bibliographic references for 
different types of sources
Once you have chosen a citation style, you will see 
the layout of a bibliographic reference varies 
according to the type of source that needs to be 
cited. The components of a reference for a book will
be diferent from those used when citing a journal
article.

Therefore, you will have to follow the guidelines for
each type of source: elements that must appear in
the citation, their order in the reference, format
(italics...), punctuation (brackets, quotation marks,
ellipsis...), etc.
In the bibliography, this citation style rules that in
documents with up to 10 authors all must be
included in the citation, when there are more than
10 authors the tenth author will be followed by
comma and et al.

https://ddd.uab.cat/record/119202

https://ddd.uab.cat/record/119202
https://ddd.uab.cat/record/119202
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When you use the guia d’estil Council of Science Editors, you will see there 
are 3 ways to list the bibliography: 

⮚ Cite – sequence : sources are numbered in the text according to the
order of appearance. References in the resulting bibliography will be
listed following the numerical order.

⮚ Cite – Name : each reference in the bibliography will be numbered
according to the authors’ surnames alphabetical order. Within the text
sources will be cited using the number they have been assigned in the
bibliography.

 In these two cases aràbic numerals and superscript must be used1 2 3

 Name – Date  (Author-Date) : within the text, author’s surname and
publication year between parenthesis. The bibliography will have to be
arranged by authors’ surname alphabetical order followed by year of
publication.

Bibliographic references for 
different types of sources

Recommended!!!!

https://ddd.uab.cat/record/119202
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Summary of steps to take 
when citing sources
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Steps for citing

Refer to: Citacions i Bibliografia> estils de citació
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Plagiarism and copyright:
respect and acquisition of rights
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What is copyright?
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Copyright – What is it?

AUTHORS/
CREATORS

Automatically HAVE RIGHTS over their work that must be respected, 
even if it is freely available on internet, in any format: photograph, article, etc.

The availability of a work on the internet DOES NOT imply 
the absence of rights 

Source: Freepik
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Copyright – Types of rights
MORAL 
RIGHTS

Integrity
No alterations to the work that 

could be prejudicial to the 
author

Paternity
Acknowledgement of being 

the author of the work

EXCLUSIVE 
EXPLOITATION RIGHTS

Reproduction:  
copies. Limits: private 

copy, for research 

Distribution of 
copies (sale, rent or 

loan)

Communication 
access to the work with 
no distribution of copies

Transformation 
Author of a derivative work 

becomes owner of it 

Untransferable
No time limit

Transferable
70 years from author's death

E.g. You can transfer the right 
to distribute, translate or 
reproduce your TFG to others

TFG to the
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Copyright: how to respect it
Need to cite sources in order to 

• acknowledge the work of others 

• document the research conducted 

Need to cite all material used: 

• texts (books, articles, theses, etc.) 

• images (illustrations, graphs, figures, videos, etc.)

• music, sounds etc.
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Copyright

More information here: 

Intellectual Property and Open Access Blog of the UAB

Moderador
Notas de la presentación
INTELLECTUAL PROPERTY AND OPEN ACCESSGET ANSWERS TO YOUR QUESTIONS

http://blogs.uab.cat/dretsautor/
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Creative Commons licenses
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BY - Attribution BY-NC – NonCommercial 
Need to acknowledge the 

author appropriately, link to 
the licence and point out any 

changes made. 

You cannot exploit the 
derivative works 

commercially. 

Creative Commons licenses
Creative Commons (CC) licences allow authors to grant copyright 
permissions to their work, in line with the law on intellectual property.  

The authors decide WHAT can be done with their work: 

SA – ShareAlike ND – NoDerivs
If you remix, adapt, or build 

upon the material, you must 
license your new creations 

under identical terms to the 
original work's. 

If you remix, adapt, or 
build upon the material, 
you cannot share it with 

others in the adapted 
format.  

creativecommons.org

https://creativecommons.org/
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Copyright – What each CC license 
type allows

Attribution (by): Permission to use the 
work for commercial purposes, create 
derivative works and distribute them 
without restrictions.

Attribution-NonCommercial (by-nc): 
Derivative works allowed but not for 
commercial purposes. Neither may 
the original work be used for 
commercial purposes.

Attribution-ShareAlike (by-sa): Permission 
to use the original work and derivative 
works for commercial purposes, but they 
can be distributed only under the same 
licences as the original work.

Attribution-NonCommercial-
ShareAlike (by-nc-sa): No 
permission to use the original work 
and derivative works for 
commercial purposes. Derivative 
works can be distributed only 
under the same licences as the 
original work.

Attribution-NoDerivs (by-nd): 
Permission to use the original work for 
commercial purposes, but no derivative 
works may be generated.

Attribution-NonCommercial-NoDerivs (by-nc-
nd): No permission to use the original work 
for commercial purposes. No derivative 
works may be generated.

Moderador
Notas de la presentación
Text no editableAttribution (by): Permission to use the work for commercial purposes, create derivative works and distribute them without restrictions.Attribution-NonCommercial (by-nc): Derivative works allowed but not for commercial purposes. Neither may the original work be used for commercial purposes.Attribution-ShareAlike (by-sa): Permission to use the original work and derivative works for commercial purposes, but they can be distributed only under the same licences as the original work.Attribution-NonCommercial-ShareAlike (by-nc-sa): No permission to use the original work and derivative works for commercial purposes. Derivative works can be distributed only under the same licences as the original work.Attribution-NoDerivs (by-nd): Permission to use the original work for commercial purposes, but no derivative works may be generated.Attribution-NonCommercial-NoDerivs (by-nc-nd): No permission to use the original work for commercial purposes. No derivative works may be generated.
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licenses for your TFM on the DDD

To publish your TFM on the DDD (the UAB's institutional repository) you will 
need to choose which licence it should appear under. 
The UAB recommends the following for TFMs: 

• BY - Attribution. Anyone using your TFM must give you proper credit, link to the 
licence and point out any changes made. 

• SA – ShareAlike.  Anyone remixing, adapting or building on your work must share 
their creations under the same licence as the original work. 

Check out all the Creative Commons licences recommended at the UAB 

CC BY-SA licence (Attribution –
ShareAlike)  

http://creativecommons.org/
https://ddd.uab.cat/record/129205
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What can you include in the 
TFM?
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Copyright - What can you include in 
your TFM?

• a fragment of text 
from another work?

• an image? 

• a screenshot? 

• a tweet? 

Author: Dooder / Source: Freepik
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Copyright – Respect for rights vs 
Plagiarism

• When working on your TFM you should respect
copyright

• COPYING a work (an image, photograph, news 
item, tweet, etc.) or a fragment of text from a 
published work without citing it is PLAGIARISM 
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Copyright – Avoiding plagiarism 

How to avoid plagiarism

By paraphrasing: explaining in 
your own words what someone 

else has said
By citing any data, image or 

text that is not your own

• Because by law we have 
to respect paternity 

• To justify your own 
research
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Copyright – Right of quotation
If you are using protected content... you can appeal to

the RIGHT OF QUOTATION

The right of anyone to include part of a protected work in his/her 
own, within limits, without having to ask the author for permission 

When these conditions are all met:
• For teaching or research purposes (writing up the TFM) 
• To illustrate your explanations (analysis, commentary or 
critical appraisal)
• Within proportion: they complement your work (whole 
images)
• In the case of already disseminated images and texts
• Citing the source and author of the original document

When can I make use of the right of quotation? 
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Copyright – Right of quotation

You need the AUTHOR'S PERMISSION 
in writing, for a specific use

What if I don't meet the requirements? 

Source: Freepik
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Option 1 -
Use your own 

photos or 
designs

Option 2 – Use 
open-access 

content

Use the "usage rights" 
filter in Google

Advanced Search

Use the image and sound 
search engines in the 

guide 
Recursos audiovisuals i 

drets d’autor

Option 3 –
Protected 
content

You need the AUTHOR'S 
PERMISSION in writing, for 
a specific use. In certain 
cases, though, we can 
appeal to the right of 

quotation

Copyright – Images, photographs...
Any audiovisual resource on the internet has COPYRIGHT

Being available online does NOT mean its author's rights of reproduction, 
distribution, public communication, etc. are not protected by the law   

In the CC licence the author specifies WHAT can be done with the material without asking 
his/her permission

What you can include in your TFM

Source: Freepik

https://ddd.uab.cat/record/108435
https://ddd.uab.cat/record/108435
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http://www.publicdomainfiles.com/
show_file.php?id=13520082013479 

https://commons.wikimedia.org/wiki/
File:Schistosoma_life_cycle.svg 

Examples of public domain images

http://www.publicdomainfiles.com/show_file.php?id=13520082013479
http://www.publicdomainfiles.com/show_file.php?id=13520082013479
https://commons.wikimedia.org/wiki/File:Schistosoma_life_cycle.svg
https://commons.wikimedia.org/wiki/File:Schistosoma_life_cycle.svg
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Copyright – Social media

• In principle, the person who posts content on social media must 
establish the corresponding rights and is responsible for it

• The platform has no responsibilities unless it is aware that the rights of 
third parties are being infringed

• Consult websites' legal sections, which often specify the rights that 
are reserved and those that are waived

How screenshots, text fragments, tweets or images of people 
taken from social media can be used

Social media content protected by intellectual property rights must 
be treated like any other content on another medium: books, 
websites, etc. 

Who holds the copyright on content posted to social 
media?
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Other rights in the TFM
Personal data, confidential data, image rights
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Personal data in the TFM
To be able to include personal data in the TFM you need the previous 
CONSENT of the person(s) involved

SPECIAL DATA CATEGORIESPERSONAL DATA 
These are personal data regarded as being 
particularly sensitive and subject to extra 
protection:  

• Ethnic or racial origin
• Political views
• Religious or philosophical convictions
• Trade union membership
• Genetic data
• Biometric data
• Health data
• Sex life
• Sexual orientation

Information on identified or identifiable 
natural persons:  

• Full name
• Passport or other ID document
• Postal or email address
• Age
• Sex
• Date of birth
• Nationality
• Computer's IP address
• Photographs
• Voice
• Physical characteristics
• Geolocation data
• etc. 
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Personal data in the TFM

• If personal data need to be included, they must be 
anonymised.

• In the case of the special categories, the consent must 
always be explicit. You will therefore have to be able to 
demonstrate that you have obtained this consent. 

• Without consent, publishing the work will imply a data 
transfer that constitutes a very serious offence, subject to a 
fine of up to €600,000. 

• When you finish your TFM, you must destroy the data once 
they are no longer needed for the purpose they were 
collected for.  

https://blogs.uab.cat/dretsautor/2015/06/22/que-haig-de-fer-si-el-meu-treball-conte-dades-sensibles/
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Confidential data in the TFM

• If you use confidential company data in your work, you 
should follow the Protocol on Confidentiality in the TFM, of 
the Faculty of Economics and Business Studies:

If the student uses confidential data from companies or institutions in 
his/her TFM and/or undertakes a placement in a company or 
institution, student and company must sign a confidentiality 
agreement specifying, on the one hand, the information to be 
treated confidentially and, on the other, the company's 
authorisation for the student to present the TFM before the 
instructor/tutor and, where appropriate, before the assessment 
panel. Annexe 1 contains a model document for this type of 
agreement. 
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Image rights in the TFM
If the TFM is to include photographs, videos, etc. in which persons appear, the 

latter must have signed a document assigning their image rights

STANDARD FORM FOR THE ASSIGNMENT OF IMAGE RIGHTS AND EXPLOITATION RIGHTS FOR VIDEO RECORDINGS AND 
PHOTOGRAPHS 

I, [full name of the person who will be photographed and/or recorded]
With ID document [of the person who will be photographed and/or recorded]

confirm 
That I consent to my image appearing in images and videos recorded by [student's full name] for the purpose of his/her bachelor’s degree 
final project (TFG) and, consequently, I acknowledge that this dissemination does not imply any disrespect towards my honour or 
prestige, nor does it constitute any illegitimate invasion of my privacy as defined in Spanish Organic Law 1/1982, of 5 May, on civil 
protection of the right to honour, to personal and family privacy and to personal image. 

That, in case of my having any right of ownership over the materials deriving from these recordings, I assign to [student's full name and ID 
document], all exploitation rights over these, on a non-exclusive basis, in all modes of exploitation, worldwide and throughout its 
duration. 

That I know the above bachelor’s degree final project may be published on the UAB Digital Documents Repository (DDD), for which 
reason I sign this document pursuant to Regulation (EU) 2016/679, of the European Parliament and of the Council, of 27 April 2016, on 
the protection of natural persons with regard to the processing of personal data and on the free movement of such data (GDPR), 
acknowledging that the UAB has duly informed me that I may exercise my rights of access, rectification, erasure, objection, limitation of 
processing and portability regarding my data, by writing (with my ID document attached) to the Secretariat General, Edifici del Rectorat, 
08193, Bellaterra (Cerdanyola del Vallès).

For the record, I sign this document, 

Bellaterra (Cerdanyola del Vallès), [day, month and year]

www.uab.cat/doc/cessiodretsimatge

http://www.uab.cat/doc/cessiodretsimatge
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Other rights in the TFM

Further information:

• FAQs on personal data (UAB)

• FAQs on image rights (UAB)

• General Data Protection Regulation (Catalan Data 
Protection Authority) 

https://blogs.uab.cat/dretsautor/category/dades-personals/
https://blogs.uab.cat/dretsautor/category/imatges-i-audiovisuals/
http://apdcat.gencat.cat/ca/documentacio/RGPD/
http://apdcat.gencat.cat/ca/documentacio/RGPD/
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Plagiarism
What it is and how to avoid it
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Plagiarism
• What is it? Hiding sources used and passing off fragments of text 

copied from other works as our own. 

Some examples of plagiarism:

• Copying a fellow student's work without acknowledging authorship. 
• Copying and pasting text fragments from books or the internet without 

acknowledging authorship. 
• Paraphrasing other people's ideas without acknowledging authorship. 
• Inserting a drawing or graphic without acknowledging authorship. 
• Reusing your own work without citing that it was used previously: this is termed 

self‐plagiarism. 

• How to avoid plagiarism?

- By citing any data item, image or text.

- By paraphrasing: Explaining in your own words 
what someone else has said, acknowledging authorship. 

https://e-aules.uab.cat/2019-20/mod/page/view.php?id=16810
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Plagiarism
• The UAB has a very strict policy against plagiarism. It 

provides its teaching staff with a set of IT tools that can 
detect plagiarism in work submitted to them. 

• However, we believe at this university that most cases of 
plagiarism do not stem from dishonest intentions but rather 
from ignorance about a key aspect of academic work: 
citing correctly. 

• REMEMBER: you have signed a document of commitment 
to original work. 
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Summary – Good and bad practice

• Co-authoring a TFM and publishing it without 
permission from the other author.

• Annexing copyrighted articles. 

• Including personal data. For example: ID no., 
phone no., email address. 

• Including fragments from works open to the 
public, without citing the author.
Paternity is a moral right with no time limit.

• Including company data.
For proprietary company data, express permission from 
the company is required. 

• Including images from Google Images or social 
media. 
Not without making sure they can be reused. Internet is 
not a synonym for "no rights". 

• Reproducing all or part of interviews conducted. 
Permission should be sought first. 

• Inserting photos, designs or graphics done by me 
without claiming authorship. 

• Signing the work. 

✔ Publishing the TFM wherever I like while I still have 
the exploitation rights. 

✔ Making use of the right of quotation in line with 
the law.

✔ Linking to documents on the internet or web 
pages. 
As long as these documents or pages are not illicit and do 
not infringe any third-party rights, to our knowledge. 
Careful with film and TV show websites!

✔ Reproducing, without permission, legal provisions 
or regulations, rulings by judicial bodies or minutes, 
decisions, deliberations and judgements from 
public-sector agencies. 

✔ Including photographs taken by me of persons 
who have assigned their image rights to me. 
Put the standard form used in the annexe, but not the 
completed forms with personal data. 

✔ Using the icon © without making an official claim. 

✔ Using visual works of art (paintings, drawings, 
maps, sculptures, etc.) or complete photographs 
for analysis, critique or commentary. 

✔ Freely using works in the public domain. 

✔ Using non-artistic photographs 25 years after they 
were taken.  Author: Smashicons / Source: 

Flaticon

https://www.flaticon.com/free-icon/error_148766#term=cross&page=1&position=1
https://www.flaticon.com/free-icon/error_148766#term=cross&page=1&position=1
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Written presentation
Structure
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Structure 
• Title page
• Abstract and keywords
• Dedication or acknowledgements
• Table of contents
• Table of illustrations
• List of abbreviations and symbols

Introductory parts

• Introduction
• Main body
• Bibliography

Body

• Annexes or appendicesAnnexes
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Introductory parts

Insert Image

Title page

Abstract and keywords

Dedication or acknowledgements

Table of contents

Tables of illustrations

List of abbreviations and symbols

1

2

3

4

5

6
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Introductory parts

Title: subtitle
Author 
Tutor

Type of dissertation
Degree programme
Faculty/School/Inst

itute
Date of submission

Title page1

Click here for the UAB logos

EXAMPLE TEMPLATE

TITLE: 

AUTHOR: (FULL NAME)*

DEGREE PROGRAMME: 

TUTOR: (FULL NAME)

DATE (OF UPLOAD TO THE CAMPUS VIRTUAL)

Moderador
Notas de la presentación
Text no editableEXAMPLE TEMPLATEUAB logoTITLE: AUTHOR: (FULL NAME)*DEGREE PROGRAMME: TUTOR: (FULL NAME)DATE (OF UPLOAD TO THE CAMPUS VIRTUAL)

http://www.uab.cat/web/coneix-la-uab-cei/itineraris/identitat-i-imatge-corporativa/logotip-en-diferents-formats-1345708315823.html
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Introductory parts
Abstract and keywords2

• Explain briefly the content and nature of
the work.

• Usually between 200 and 500 words.

Follow your tutor's instructions.

Abstract

Keywords
• These go with the abstract.

• You should have at least 3 and at most 10.

In both cases,

✔ use the language of the document and, where necessary, include a translation into English. 

✔ use a single page headed ‘Abstract and Keywords’. 
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Introductory parts
Dedication or acknowledgements3

• Brief text, usually placed after the title page.

• Text in which you acknowledge the help given to you by your
tutor, collaborators, organisations, etc. You can also add
more personal, not strictly academic, acknowledgements.

• The tone is usually personal and subjective, unlike the rest of
the work.

• The acknowledgements should have a separate page,
headed Acknowledgements. The page should not be

numbered.

For further information: Agraïments [Acknowledgements]. In Criteris de la Universitat de 
Barcelona (CUB): Llibre d’estil.  Retrieved from  http://www.ub.edu/cub/criteri.php?id=2158

http://www.ub.edu/cub/criteri.php?id=2158
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Introductory parts
Contents summary or table 4

• With all chapters, sections and
sub-sections, bibliography and
annexes and their numbering.

• Using characters of different
sizes and types also helps in
visualising the structure of the
work.

• It is a good idea to automate it
with the word processor.

Contents summary = Only includes chapter headings
Table of contents = Lists chapter and all section headings

Presentation .................................. 5

1. CHAPTER HEADING  .................... 7

1.1. Section heading ................... 7

1.1.1. Sub-section heading ........... 9

1.1.2. Sub-section heading ...........11

Bibliography .................................. 21

Annexes ...................................... 23

RECOMMENDATIONS 
based on APA style (more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Introductory parts
Tables of illustrations5

• These tables should go after the 
Table of contents, on separate 
pages. 

• The list gives the  sequence number 
and heading of each illustration and 
its page number. 

• It is a good idea to automate it with 
the word processor, in case it needs 
updating. 
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Introductory parts
List of abbreviations and symbols6

List of abbreviations 
(optional)

• Contains the abbreviations, the initials and
the symbols that are used most frequently.

• Next to each abbreviation or symbol you
should give the corresponding word or
phrase.

• Order them alphabetically, under the
heading "List of Abbreviations".

•f. (folio)
•dir. (director)Abbreviations

•DOGC Diari Oficial de la Generalitat de Catalunya
•UNO United Nations OrganisationInitials and acronyms

•m (metre)
•€ (euro)Symbols

Can also be 
placed after 

the 
bibliography
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Introductory parts
List of abbreviations6

• The abbreviations should be written in the
language of your TFG, except for l’edició,
que l’hauràs de fer en la llengua del
document citat.

Main 
abbreviations 

used for 
bibliography 

in Catalan

See

• llengua.gencat.cat/web/.content/documents
/publicacions/altres/arxius/abrevia.pdf

• www.rae.es/diccionario-panhispanico-de-
dudas/apendices/abreviatures

Moderador
Notas de la presentación
Text no editable[Translation by Uvic of “Listado de abreviatures para bibliografia: annexe 1”, by the Spanish National Research Council (CSIC), 2012, pp. 1-5. Copyright 2012 by the Spanish National Research Council]

http://llengua.gencat.cat/web/.content/documents/publicacions/altres/arxius/abrevia.pdf
http://llengua.gencat.cat/web/.content/documents/publicacions/altres/arxius/abrevia.pdf
http://www.rae.es/diccionario-panhispanico-de-dudas/apendices/abreviatures
http://www.rae.es/diccionario-panhispanico-de-dudas/apendices/abreviatures
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Body

List of abbreviations 
(optional)Introduction

Main body

Reference list

7

8

9
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Body
Introduction7

Clear, concise presentation (between 1 and
  3 pages):
• Reasons for choosing the topic.

• Research approach adopted.

• Background and/or context of the work.

• What is to be demonstrated and how (hypothesis,
aims and methodology used).

• Structure of the dissertation, where appropriate.

Often written last of all

Grab the 
reader's 
attention 

from the first 
paragraph!!
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Body
Main body8

• Develops the content:
▪ Methodology used (sample type, study type,

geographical limitations, tests, data collection, etc.).

▪ Theoretical framework, previous theories and trends on
the topic.

▪ Analysis of results: the explanations, arguments and
analyses carried out throughout the process.

▪ And finally, the conclusions, which will or will not back up
the initial hypothesis.

• Organised by chapters, sections and sub-sections.
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Body
Main body8

• Sections and 
• Sub-sections 

Chapters
Large units of work organised
logically and sequentially by

Chapters, sections and sub-sections should have a 
heading introducing their content and should be 
numbered.

Any marginal comments or explanations appear as notes
outside the text, in the page footer.

Chapter, sections and sub-sections
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Body
Main body8 Chapter, sections and sub-sections

Source: Coromina, E., Casacuberta, X. and Quintana D. (2000). El treball de recerca: procés d'elaboració, memòria escrita, exposició oral i recursos. Vic: Eumo, 
p. 53

Chapter heading

Section heading

Numbering of chapters, sections and sub-

sections using the decimal system

Referring to another part of the dissertation

Sub-section heading

Numbered markers

Divider line

Footnotes (in a smaller font size and numbered)

Page number

Moderador
Notas de la presentación
Text no editableChapter headingSection headingNumbering of chapters, sections and sub-sections using the decimal systemReferring to another part of the dissertationSub-section headingNumbered markersDivider lineFootnotes (in a smaller font size and numbered)Page number
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Body
Main body8 Conclusions

The conclusions should not be just a summary of what 
you have stated in the main body. 

• Results of the work in relation to the aims and/or the
hypothesis set out in the introduction.

• Proof of having achieved the aims.

• Problems arising and suggested solutions.

• Putting the knowledge into practice.

• Where appropriate, suggested lines of continuity for
the research.
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Body
Reference list9

• This is an alphabetically ordered
list containing the identifying
information for all the documents
cited in the text.

• It includes books, journal articles, 
periodical publications,
conference papers, newspaper
articles, websites, legislation and
case law, both in print and on
digital media.

• You need to use the
recommended bibliography style

Source: Dasí, A., Elter, F., Gooderham, P. N. and Pedersen, T. (2017). New 
Business Models In-The-Making in Extant MNCs: Digital Transformation in a 
Telco. Advances in International Management, 30, 29-53. 
https://doi.org/10.1108/S1571-502720170000030001

See the 
section on 
Citations, 

Bibliographic 
References 

and 
Bibliography
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Annexes or appendices
Annexes or appendices10

• Material that is complementary and not included in the
dissertation, e.g. maps or photographs.

• Added when the sources used are not easily accessible by
the reader.

• They reproduce the source verbatim without comment. You
should provide the origin of the document.

• One page for each annexe with a heading preceded by
the word "Annexe", the corresponding numbering and a full
stop.

• They should appear in the table of contents, with
consecutive pagination.



125

Written presentation
Format
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Formal presentation

Pages: general layout

Margins

Numbering

Tables and figures

Text division: headings

Paragraphs and line spacing

Typography

1

2

3

4

5

6

Have you followed your tutor's guidelines?

7
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Formal presentation

Pages: general layout1

• Text aligned to the left margin. 

• The pages should have the same 
amount of text: 30-32 lines, 
depending on font size and line 
spacing. 

• The pages should be numbered at 
the bottom: in the centre or the 
right margin. 

• The pages can have headers or 
footers, with the title of the paper, 
for example. 

Source: Freepik

RECOMMENDATIONS 
based on APA style (more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation
Margins2

• The page layout should be  narrow, with wide margins.

• Margins between 2.5 and 3 cm. Standard APA style 
settings: 

✔ Top margin: 2.54 cm – Bottom margin: 2.54 cm
✔ Left margin: 2.54 cm – Right margin: 2.54 cm
✔ Header: 1.25 cm – Footer: 1.25 cm

Follow your tutor's instructions.

RECOMMENDATIONS 
based on APA style (more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation
Numbering3

• Pages should be numbered to help 
in finding its chapters, sections and 
sub-sections. 

• Use Arabic numerals.

• All pages are numbered, including 
the introductory ones, but the 
numbering is not shown until the 
contents page, and it continues up
to the end of the paper. 

• The bibliography and annexes are 
numbered correspondingly. 

Presentation .................................. 5

1. CHAPTER HEADING  .................. 7

1. Section heading ................... 7

1. Sub-section heading ........... 9

1. Sub-section heading

Bibliography ............................... 21

Annexes ...................................... 23

RECOMMENDED!
Page number at 
bottom centre
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Formal presentation 
Tables and figures3

• Tables:

✔ Text with special layout for greater legibility. 
✔ If taken from another work, indicate the source of reference.
✔ Insert between two paragraphs, with double line spacing and

centred.
✔ The numbering goes below, preceded by Table (e.g. Table 1).
✔ The font size is usually smaller than in the main text.

• Figures: 

✔ Drawings or graphics to illustrate the text.
✔ Usually contain quantitative data.
✔ Positioning and numbering as for tables, but with the indication

Figure or Fig.(e.g. Fig. 1).

Always follow the indications given by your tutor. 



131

Formal presentation 
Text division: headings5

• Keep to a maximum of five levels of
heading (1., 1.1., 1.1.1.,...):

✔ 1. Level 1
The main headings.
Capitalise them and centre them.
✔ 1.1. Level 2
Aligned with the left margin. Only the first
word is capitalised.
✔ 1.1.1. Level 3
Indented, bolded and only the first word
capitalised.
✔ 1.1.1.1. Level 4
Indented, bolded, italicised and only the first
word capitalised.
✔ 1.1.1.1.1. Level 5
Indented, italicised and only the first word
capitalised.

1. LEVEL ONE or CHAPTER HEADING
Text 

1.1. Level 2 or Section heading
Text

1.1.1. Level 3 or Sub-Section 
heading
Text

1.1.1.1. Level 4 or Sub-Section heading
Text

1.1.1.1.1. Level 5 or Sub-Section 
heading 
Text

RECOMMENDATIONS 
based on APA style 

(more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation 
Text division: headings5

• Using characters of different sizes and types also helps in
visualising the structure of the paper.

• A new page for each chapter! If the paper is printed
double‐sided, chapters should start on an odd-numbered page.

RECOMMENDATIONS 
based on APA style (more styles) 

Source: Basics of APA Style 
Tutorial

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation 
Paragraphs and line spacing6

• The text should be organised into paragraphs.

• To make it easier to read, develop one idea per paragraph.

• Avoid both overly long and one-sentence paragraphs.

RECOMMENDATIONS 
based on APA style (more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation
Paragraphs and line spacing6

RECOMMENDATIONS 
based on APA style (more styles) 

• Double spacing in the whole 
manuscript.  

✔ Double spacing between the 
lines of the body text and the 
headings and citations.  

✔ Double spacing in the 
reference list and in figure 
headings. 

• Indent the first line of each 
paragraph half an inch (5 spaces or 
1.25 cm approximately). 

• Align the text with the left margin. Source: Basics of APA Style Tutorial

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation
Typography7

List of abbreviations 
(optional)

Author of the image: rawpixel / Source: Freepik

• APA style recommends using a serif
font like Times New Roman for the
text of your paper.

• And using a sans serif font like Arial for
the figures.

RECOMMENDATIONS 
based on APA style (more styles) 

Source: Basics of APA Style Tutorial

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Formal presentation
Typography7

List of abbreviations 
(optional)

Author of the image: rawpixel / Source: Freepik

• The main text is usually 11-12 points
in size.

• The headings (chapters and
sections), the main text and the
reference text must be
distinguishable from each other. So
the size usually varies by two points.

E.g. body size:
• Headings: 14 points 
• General text: 11-12, 

general text (body)
• Notes and footnotes: 8-9

• Avoid underlining and bolding

RECOMMENDATIONS 
based on APA style (more styles) 

https://www.uab.cat/web/estudia-i-investiga/citacions-i-bibliografia-1345708785665.html#e4
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Written presentation
Drafting



138

Drafting your academic paper
• The drafting stage is the one that could 

give you the most trouble.  So before 
getting started you should give yourself 
a period of reflection in which you'll 
re‐read and revise everything you have 
collected and written up to that point. 

• The final document will be the result of a process 
of trial and error in which you'll have to: 

• You need to express yourself with 

✔ Clarity
✔ Precision
✔ Correctness

Draft – revise – correct – re-write – correct...
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Clarity

• Use academic language in a style that is
formal and appropriate to the discipline.

• Avoid adopting a literary tone.

• The text should be readable: clear and direct.

• Avoid using passive and negative forms.

• Keep up a neutral, impersonal discourse,
sticking to the same grammatical person all
through the text.
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Precision

• The vocabulary should be precise and varied.

• The language should also be concise, using
the minimum number of words to express
ideas.

• One idea per paragraph, avoiding both overly
long and one-sentence paragraphs.

• The terminology should belong to the field of
study.

You can use terminology databases and
glossaries:

www.termcat.cat

Image source: Freepik

http://www.termcat.cat/
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Correctness

Image source: Freepik

The final revision will always cover the 
most formal aspects: 

• Spelling rules.
• Punctuation: NEVER separate the

subject and the verb with a comma.
• Syntax: grammatical agreement

between subject and verb.
• Conventions: upper and lower case,

italics, initials, symbols and
abbreviations should be used
correctly and consistently.

• Avoid any sexist use of language
(e.g. he vs he/she).

• Use gerunds appropriately. 
Spelling correctors can be of help.

REFER TO
www.uab.cat/web/recursos-i-ajuts-1345706971833.html
Coromina, E., Casacuberta, X. and Quintana D. (2000). El treball de recerca:
procés d'elaboració, memòria escrita, exposició oral i recursos.
Vic: Eumo, cap. 4

http://www.uab.cat/web/recursos-i-ajuts-1345706971833.html
http://www.uab.cat/web/recursos-i-ajuts-1345706971833.html
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Examples

Source: Coromina, E., Casacuberta, X. and Quintana D. (2000). El treball de recerca: procés d'elaboració, memòria escrita, exposició oral i recursos.
Vic: Eumo, pp.81-82



143143Acceso:: Guia Resolució Prob.  (Solo póster)

Acceso:: Guia Comunicació esc.or.  (Documento y póster

Acceso:: Guia Treball Equip.  (Solo póster)

Acceso:: Guia Cerca informació.  (Documento y póster

Guías Innovet

https://ddd.uab.cat/record/201430
https://ddd.uab.cat/record/196287
https://ddd.uab.cat/record/201429
https://ddd.uab.cat/record/196288
https://ddd.uab.cat/record/196287
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UAB Library Service

https://ddd.uab.cat/record/125875 

https://ddd.uab.cat/record/125875
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