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DIRECT QUOTATIONS AND PARAPHRASES 
Distinguish between paraphrase and direct quotation in the text and in the bibliographic reference. In a paraphrase, in your own words, you interpret someone else's text or idea, e.g., "This theoretical discussion allowed us to develop an understanding of resilience in the military" (Novotny 2021, 13-15). 
When giving a direct quotation, always distinguish whether it is a 'short' or 'long' quotation. A short quotation is meant to be a text that fits within 3 lines. A long quotation means text exceeding 3 lines. 
A short direct quotation should be enclosed in quotation marks and referenced accordingly. Examples: 
"Place a short direct quotation in quotation marks and provide an appropriate reference" (Novotný 2021, 58). 
"The short quotation should be in quotation marks and referenced accordingly" (Novotný 2021, 58). 

Always enclose a long direct quotation with quotation marks in the citation box. If you are working with a template, choose the "Quotation Box" style. Include the appropriate reference at the end of the quoted passage. Example: 
"Quotation box is an appropriate way of visually differentiating a larger block of a quoted text from the regular text. Quotation marks enclose it and are also indented from both left and right. Spacing before and after the quotation box serves for the visual alignment of the entire block of text. The size of letters in the quotation box is the same as the regular text" (Doleček 2011, 28). 

The quotations in the List of Sources are arranged alphabetically according to the last name of the author or the name of the institution/medium. Same author or institution/media names are ordered by date of publication. For English names, all words are capitalized (except for the prepositions of, in, at, above, under). In other languages, only the first letter in the sentence is capitalized. 
Working with sources:
To make working with sources easier, you can use the References > Manage Sources tab, here you define your sources to use across your article. In the same References> Bibliography tab, you can insert a citation. In the same References> Style tab you can then freely edit the citation styles.
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