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' the A( C ,Lem,mng, Res_omee,,Cen-
© ters’ ‘niedia depiirtments: offer a
variety of materials that, provide
alternatives to the plmted page.
Learping how to use the programs

and eguipment in the media de-.

puartment cin gle.ntl\ enhance vour
studies .tt ACE;

What Are Medm Resources?

You hd\e pmb.ll)lv' he.ud sev eml
rllﬂelent m:ames used for media ma-
ten“ls such as wwdio-visual, A-V,
now-print media_or non- \pr int mate-
riuls, Al’ lefel to ltems w hlch use

sentation instead of or in addltlon
to printed information. These in-
clnde filmstrip programs, tape re-
cordings, records, films, video-
tapes, and transparencies:

Where Are the Médiii Miitéfiﬁls"’

[

’

Medld Sernces is located dt the

. west side of the ELC The media

Alea lb ﬁIled

" use: 'Ihxs equlpment mcludes pro-
jectors for filmstrips, slides and
filmloops; videotape ‘ players; and.
audiocassette players. Most eqiiip-

fment has operating instructions.
. Eit‘tii’chefd; but if you feel uncertaii,

go to the media office_next ta the
media _area and ask for help. At
Iuo Gra: Ide, the medm firea also

~AV.
- novkmq_r
+FILMS 2 !
- sTuF 1

S‘tudent -

“(c: llled “soft“ ar e”)

<

- Agk the librarian for assistance.

-

all the media

Liouses programs

are shel\ed in the medm cabmet

In the 6atzii6j{ -

Media soft\\\*u@ programs -are

» described in the library c,ltnlog 50

-t

yvou. can. dlqtmgulﬁh_ them from
I)ooks For ‘example;, a filmstrip
program entitled ‘Eronomics & the
Ammuun Dlvnm uappeuars as fol-
lows’: " . . .

Economics “and the' American
‘Dream [F‘ilrri'sti'ip'] )

No“ York': Ne“s“eek 1975. 3
rolls (297 fr.). 35 mm. &
3 cassettes (b4 mm ) teacher’s
guide, 2 case studies, and simu-
Iahon exercises:

A speual code (called a medm-
desxgn‘atm ) is assigied to each -

call number to idehtify the item’s

AC C Study Gu1d§ Serles
‘% r—— 1HE MEDIA CQLLECTION

ingi’ru*ctidmii Television
'A(‘é 'o'ffé'r's; a mim'iié'r i)'fi‘ITV

each semester with subjects rang-
ing from government to business
to the life sciences. These ITV

- course_modiules are presernted on’

v ldeoc‘tssettes which can:be viewed
_ it your jampus LRE€ or selected

. At Tio Grande the v1deocassettes

are avmlable (self-service) in, the

“media area. The videocassettes are

-

format, The, call numbrer for the
filmstrip in the above-example is:
¢ .
E —m = -
ncy
© 103 {—call number
E26 N
;IEDV —ecampus
RGC location
s Fs . —-Biea’itt designator

Other media dgsigl)"ltOlS are:
A€—uudio cissette -
AD—audio disc {record)
FIl.—filmloop
FM—mliqr9§hideyxewer
MP—motion picture

SL—slides with audiocassette
S0-=slides withoiit audlo-

cassette

TR——transp'trency

. VC—videocassette . _

VB—v1deocassette—-Betamax

.you.
) ])rov'xde you with-.equipment and

on reserver at Ridgeview; ask for §
‘them at the cirgiilation desk. For -

more information about the ITV

" courses; ask-for the program bro-

chure at the LRC or call the In-

'dependent Study office (ext. 277)

for more xﬁfornatmn )

Uéiﬁﬁ Media ii@é&iiiéés}
, The ACC _meédia progmms are

use for a class presenta;tmn ask

your instructor. to check it ofit for
""" The media department can

instructions on pr esentmg the pro-
gram; Often a good slide presenta-

“tion, videotape, or film is the best

way to illustrate a topic. Learn to
use the. ACC medix department and
you wﬂl expand your resources be-

,,,,,,, . -

y::\
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. ACC St tudy Guide Series

g — ENCYCLOPEDIAS *

Encyclopedlasrare a gnod pluw o« A bzblmgmp}u/ or hst pf authori-

A to hegin research. Encyclopedias tative books on the topic: (These
T my—s . offer: c v can also be checked in_ the’li:
==i= === « An oerrvien of the topic. :(This hrary catalog.) : .
— 1"~ provide: you with brief balanced Even if your instructor does not
_ . N([C M| L ) background information.) want you {o use i general encyclo-
| _ \ A discussion of key words, is-  pedia, article as u reference in a
1 r Sues, rrents; and_people involved:  paper, the information an encyclo-
=l=(=1=|= |= (You can' use these as subject ~ ‘pedia provides will help you;
e R < e — headings i'ri the library -catalog When: - using an encyclope'dl‘i
! I A -and periodical indexes.) - . ‘check its index to~be sure you've -
OlP\E A - .+ &n outline of a large topic; (No- = Inc:: ted all the mtltfles on your sub-
Lz Z. N _ tice the bold type dividing sec- ject. - ’ . ‘
. , tions of an article. These" can _ .
\ 7 help ou lmno“ vour topic.)
GEN ERAI: EN CYCLOPEDIAS ‘
REF World Book Encyelopediao—22 }plﬁl}}ﬂeg o : R,
» AR ~ World Book provides easy to read information that meetq ) AN
5 basic_reference needs. However, it ‘does not list blbhom dphles
W55 . it thé end of articles. . e -
‘REF Eni e I()]u’(lm America 71(1—30 volumes ) o -~
AL - The Americuna is an excellent encyclopedia. It serves as “‘1 :
5 = bridge between the world of the- specialist and the world of
:E338  the generalreader.” Its mtlcles are more in-depth than those -
4 in World Book. e
REF  Encyclopedia Britanyjca—30 volumes o >
AE . The most. comprehensivé encyclopedia™in this collection is
5 the Britannica. Using.it requires practice and thought.bécause
'E363 it is organized in 3 sections. The refer ence librarian can assist
xou : -
REF. olumes ; :
AE Momtm is a beautifully lliustrated Sp:mlsh l‘mguage en- A Ufﬁﬂf-y
61 c»clUpedla : o : aF K/VOI;ULEDGE
M6 - . o : : .

- SPECIAL EN CYCLOPEDIAS

A spécial _encyclopedia pro\\h‘faes ) Internatzonal Encyclope(lm of the Sociak Sc:enccs—17 vo,lumes—-
more detailed informatign in its REF H 40 A215 -< -
subject area than a general ency- McGraw-Hill Enm}ciopedm of Sciente and Tecirnology—-lo volumes— -
; clopedia. A .few of the many sub- REF Q 121 .M3.1982 . I )
& ject encyclopedias in the reference = Encyclopedia of P‘ulo.sophi/—4 volumes—REF. B 41 E5 . :

collection are hsted here. If you' Dictioniary of American History—8 volumes—=REF E 174 .D52 1976
don’t see what you need, ask a re- - Worldmark Encyclopedia of the Natums—-) volumes——

férénce librarian for help. REF G 63 .W67 1976
S ~ . Encyclopedia of the Third World—3 volumes—-REF HC 59.7. K87
v . Encyclopedia of Education—10 volumes—REF LB 15 .E47

. Grove's Bzctzonary of Music.and M uszcmm-—l 0 volymes—
- _ o REF ML 100 .G8863 1959 N

Encyclopedia of World Art—15 V'o'l'u"riiéﬁ—-REF N 31 E4833 ~

v " Encyclopedia of Biogthics— volumes—REF QH 332 E52

Encyclopaedic Dictionary of'Phy.szc.—14 volumes—REF QC5H. E5 )

@ ry R i l§

O _in Commanity College, 1983. A joint project of the Humanities Division and Learning Resources ’CE'iiiéi-:Rfiil Grande Cam- us. :
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e FINDING BOOKS "

lnsto.ul of the tl.l(llthll.ll card
catalog, the ACC | Learning
source Conters use catilog that
lists book and :audiovisnal mate-
rialg on a microfiln reader like the

omm e below,

How To Use the Catz. log S
The on-off switch is on the {yont
(sf the miichitie. Qn tlie right side
are sllvm ‘(nolm to pl‘exx for mov-
""" The lLaurge

black, knoh moves the hlm slowly.,

To Begin, Check the Section

You Want

~ The library c.lt.lloé\m dnlded m-
to three parts: awuthor, title, and
- subject. Each p.ut 1s .nl.mged al-
phabetlcall) If you don't ﬁnd w hat

\

ask onelo‘f the lefe} epﬁceﬁhbra) ians
for help: They are familiar wnth_
the catalog, as well as qther “in-
fO'ir'n;ition' s"ourtéﬁ Co"riﬁultih'g a li-~
and

brarian oii time

effort!

Next Pick tlfe Books You Want
Examine the entries -to deter-
mine whlch library materials meet
your needs: Below is a sample en-
try. You may want to note thé
anthor, title, the subjects it covers,
" the date of nublwatlon, and the
" number of pages of several books
hefore you plck the oné you want

l\(}- .

- 721

~ What If the Book Isn't on Shelf?.

Copy the (‘omgiete (‘all Number
The call nuner is to the LFFT

of cacl entry: You musi copy the

(iihiiiloté L.nll ii'um'héi (.1]] liné§ ¢ill

tmnq (lt(, - .md 12 DV ue heio“

the call number.

F md the Books on the hhelf )
Locate the section of shelvta
wlich corregponds with the top
Jline of the call number. For exam-
ple; B is shelved hetme BF; BF

¢) As an ACC student you have

“access to the Austin Public Library

-

.

before Bl etc. Once yvou've located
the lettel Qe'cti'o'n find thé next line.

BF
, 1121
However; the third line is treated
as a decimal, so that

BF _is %hol\ ed hefore BF
721 - ) T 721
A2 PO (A3

lf you .uent sure :,ou are lookmg'

__a) If you can't find the book;
the circulation-staff can tell you if
it is missing:

' browsing

_ b) If the other campus library
ha§ a copy on its-shelves; the book"

can be checked out over the plione

and sent to your campus for you to .

pick up. ..

(APL) free of charge regardless
of your ](‘sl(](.’nte ‘The APL cata-

log is available at both ACC libra- -

ries, For a smali fee you can obtain
a UT library card. ACC librarians
can check to 'sée if a particila.s
book you wart is ut UT The ACC
libraxy_can also horrow materials
fl om othez ilbmnes (lt w1]l take

wmnm

hand”

Emally, Decide Which Books )
To Use ) '

_ Since materials of. smular sub-
ject -are. shelved together,; «'try
thmugh the books
qhelved around the book(s) you
were txymg to ﬁnd Sometlmes the

across! !

- TLiook’ tlnough the index and the
table of contents of the books you
think you want. Will the -book
really be useful to yon"-If riot,
leave 1t

of sourcec) at the back of the
bogks. If you ﬁnd good ° 'sources-

listed, check these sotzrces in the

catalog as well -

o=

T-

call number :

;/ campus locations —-.{

BURI\E JAMES; 1936-, =

Connectlons/James Burke' -;——' title/author
1st:American ed. Boston i=e— " place of.publication .

Little, Brown, c1978.
pJ: ill. ; 26em
Blbhography p. 296- 298

subject tracmg =

1; Technology—History. "
IXTitle -

M04494136 78-21662 .

authm

-publisher and date of pubhcatxon
pages

A\.}

ol -4

S

m Commumty Collégé; 1983 A jomt project of the Humanmes Dmsion and Learmng Resources Center—-l{xo Grande Campua.i -
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FINDING A DICTIONARY:
* OR-THESAURUS - __

' Look in & dictionaiy to check the
def.nition of an unfamiliar word.
%mple" M.wbe not. Word mean-

-ings change over time and vary in
-context. The éoverage of diction-
ar IeJ varies and they do not always

-

in mind when using dlcttonanes
- (

mellmg, plonuncmtlon, part of
speech, , definitions etymologies
(the hIStOIV‘ and der ivation of the
synonyms ‘(words with
smnhn meinings); and some notes
on correct usuge. However, some
cictionaries are proscwptwe (they

- tell .you that ‘““ain’t” is ui.accept-

able) and some- ire descriptive
(thew sily many people use
'Iln’t")'

» Unabrldged chtlonanes

words in
conimon usige. These are kept on

braries:

l . Desk Dictionaries
Abridged. or desk-sized diction-

artes are shorter than the un-

the - dictionary stands, but can
.easily ke taken® to a desk to use
whlle studymg

i)

Speclahzed chtlonarles

- Special dictionaries cover cer~
tain__aspects of words__in more
depth than a geneml dlctlonary

synonyms, foreign languages; fo-
eéign phrases; abbrewahons) Pl

aunciatign, rhymes,” and 7d|aleg

as_well ag subJect dictionarjes: :
few of these @are listed below. Ask
a- reference hbrarlan if you need
ofhers All" are in the reference

area by cail ‘umber:

or wond orm'ms Keep these thmgs 7

I:arge “nnabrldged" d"‘tlonarles.
* Vietnamese_dictionaries are avail—

dictionary stands m the ACC li-
s The

abridged. These are also kept on’

aries on etymology, usage; slang,_

| S

History & Usage .

-+ Compact Edition of the foord
English. Dictiongry _

REF PE 1625 N53 1

Covers thﬁbrlgm and history of
words: Includes qnotatlons show-
ing how_words were used at par-
ticular time pericds.

¢ Dicii onmy of Ca'ntemporat\
American Usage”

REF PE 2835 .Eg84
Discusses_.correct. word usage;
gla}nmm, idioms; cliches. ¥
e American dsage and Style: The

‘Cornsensus

REF PE 1460 .G648

Compares the oplmont of many
dictionaries on poiuts of usage:

. cht.onm] of An:erzcan Slazug
REF PE 2846 W4 1975~
Lists "American slang and ex-

'pi’a’ihs iiShge

L3
“a

Latm Portuguese Span’lsh and -

able: Ask the 1eference hbranan

Umvers;v v of Chzcago

Spmnsh chtzo'nary
REF PC 4640 .U5-1977
Coritains basic 7word§ phrases,

and idioms in a concise Spanish-
English, Enghsh Spamsh format.

Svu b_]ect chtxonanes

The library has'} ndredsrof sub-
Ject dmtlmmrles r too mzmy to
list. Subject "diftionaries define

-0
—

eries .

<D \q':o\AFnez

jargon 'tnd; specnahzed meamngs .
of ,‘Y,O,','ds m a partlcular ﬁeld For
mics, fashion,
physics, psycholog'y, etc; Ask a re-
ferenge librarian to locate the one

electromcs

eeonomlcs

. you need.

Thesauri
When you are searchmg for an

alternative _word; you ean. use a.

_ thesaurus or dictionary of symo-
~ nyms. These books list words with .

similar meanings. However, you

mugt be very careful when nsmﬁgg
thesaurus, because a

may

- carry a connotation or suggestidh
¢f meaning that you may not real-

ize. For example, both “dignitary”’

scnbe an lmportant person, but

~ their connotations are different.

The library has several different
thesaun, and you -may want to look-
at a few to find "the partlcular
"'word- you want. Thesauri - are

shelved in the reference area‘un-

der the call number PE 1591. i

Royets 11 The New Thesaurus
REF PE 1591 .R737
Briefly discusses meamngs and

. provides synonyms;
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Wﬁ‘llse l’erlodlcalq"

Mdm tlmes you \ull tind that
pprlodltdls (magaziifes, Joumals,
and ne“sptlpem) uare the best_
somce for .the information wvou

need. Newspapers and- news maga-
zines provide information and pic- -
tures that are timely and focused
on’ current; high interest issues.

Other topzml ahagazines report on
issiies of specific inteivest, synthe-
sizing facts and opmlon‘s ‘to pre-
: sent < in- depth ‘detadiled coverage:
‘Scholarly - jowrnals provide the
méjor vqice for researchers and
scholars to present new devélop-
nients_in their field:

Books ‘can never present mfor-
mation as quickiy or concisely as
penodxcals and many importdn

N

events wlhich appear in m'lgagmes.
and newspapexs wnll never be
printed in books. S

. To help you gain access to. m~
_formation in_periodicals, tarious
indezes have’ been developed which

arrange periodical articles by sub-

"ject _so you
through every magazine to deter-

toplc .
*"ACC libraries subscrxbe to many
dlﬁ‘ereht indexes which provide
specialized coverage-.in selected -

'tnere are. several

subJect areaew
are easy to use and present the
. same basic information. The fol-

lowing example from Magazine In- .
dex illustrates some of the basics:

v appem ed,

- tin of the A

' ranged

don’t have to leaf .

mine what was written about your * -

DISARMAMENT; =
The sin of silence: il Bulletin
. of the Atomic Scientists.

cr 1es

v 36 Noi;; i80‘——ii 10 (4)
“Tinder. . the topic DISARMA-

MENT, this example lists aﬂ artl- "

cle,
in the November 1980

issue from Volume 36 of the Bulle-
tomic Scientists. . The

article is illustrated (il}; it begins

on piage 16 and is four pages long. -

Since-each index includes shght-
ly different abbreviations and in-
forn ation; it is helpful-to-check the

" front or back of the volume énd

find the explanatory key to the sys- .

“tem:.
ACC siibscr lbes to many per iodi-

cal indexes including::

« Applied Science & Technology\,.
_ Index
Book Review Dijest.

* Business Periodicals Index

* Humanities Index _ o ‘

* Magazine'Index'. .

s New York Tlmes,Lndex-
(newspaper)

» Psychological Abstracts
e Public Aff.ms Information
~ Service
¢ - Readers Guide to Perlodlcal
I:lter ature :

Social Scxencﬁs Index -

Locatmg the Perlodlcal

At ACC. %he perlodlcais are ar-
alphabetlcally by title.

. . <"

. ASK FOR HELP.

IF YOU ANEED ﬂ'

PN \‘)

[Kc

wll Toxt Provided by ERIC

N

Some of the bacerssues' start as

early as the 1960's but most start

in the _1970’s or 1980’5 The New- .

York Times is available: for select-
ed years starting in 1851.

To find your article you should
note :

. Complete tltle of the periodical
Date of the issue you want -
s Title of the articlé you want
- o Page numbers ]
Check the ACC Periadical Lisi
which notes _campus_location and

and Ridgeview campuses. If we do

not have what you need, you should .

check the. lists from the Austin

of exas llbrarles .

ask fhe librarian about the inter-
library loan service which obtains
photocopies from locations outside
the city. This service takes time—

at least 2 weeks and sometlmes as
long as 6 weeks. -

Many back issues atre stered on
. microfiche or rmcroﬁlm instead of

; starting dates for all magazines "
-and newspapers at the Rio Grande

Public Library and the Umve"srty

the_original Ppaper copy and must .

be ‘viewed on reader/printers in
thglib’i ary. Yoij can use these ma-
chines to make a paper copy from

the film or fiche: Ask a librarian if

prmter

Perlodlcals are. mvaluable re-

" sources for . research” .and _study:
Learn to use the indexes and locat-
ing tools which are available_and
you will soon discover- the- vast

wedlth of information they can
plowde v

P
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Finding and limiting a gomi
toplo is often the huardest part of

a writing pssignment.® This study ™

xiide is designed to help you get
started, If you follow the steps
Iael()“ vou'll find your—writing
Rrojects easier, f:lﬂt/{ and More

-

interesting. -~
Find Out About Your Assignment
Before you begin work on -a
. writing assignment. be sure that
you underct.md it. Ask vour in-
structor’ when the paper-is due,
how long it should be, and if there
are-any restrictions on the subject.

You “should - feel sure about what -

will le.xrn from the

Example: You have a 3-5 page
paper on city government due in
three weeks. Your paper miis§ dis-
ciQs a current issue or event.

/NSTJ?UCT«BQ

Tap Your Own Interests

NOW théit you iindérét.ihd the
ass:gnmng.,f;[y to find topies you
Consider toplcs from
hé'v'v% from your job, or from in-
teresting courses you have .taken.
Above all, pick topics that define

your own-ideas_ and interests:

Example: You live beside a creek

polluted by industrial waste from =
nearby factory. You'd like to find
‘out. how and Why. the city grinted
i the factory permm%lon to build and

oper.lte - :

IToxt Provided by ERI

assi gn-

,779LK YOUR IDEAS
" OVER tdITH*
FR/EA/BS‘ '

.the:

Tl dy G" 'ée Ser

A

. — — - . ‘ ~

1€S

o A WRITING TOPIC .

. Test Your Topic

"« When you have a general ldea of

what you'd jlike to djscuss; limit
your topic by _getting feedback

about . it from othefs. Try talking: -

‘er-with friends and-

your ideas er-with friends anc
ook for ideas in the

instr uctors

library. See how others have treat-

ed your topic. Then find your owm
approach. Just to organize your
ideas on paper; try writing a \éry
rough draft or listing- ideas you'd
like to include in your dlscussmp

F.rample Yom nelghborhood as-
sociation tells you about the con-
troversy the factory created at the
time it was bpilt: Ypu find that a
similar. issue is-being discussed in
City Council hearings. Yoursrefer-

) ence hl)rmmn helps ’you }oc*lte m-

ing. permlts You decide to dlSCUSa
the  current issue uabout building
permits for factories:

: mformatlon ahout

‘ -
4

Test Your L’in’iited Topic -
.. Now tést your{ narrowed topu:..

Do _you still find At interesting?. 'Is
it. available?

Will you have time to research and
write this topic before the paper is
dué? If your answer to these ques-

tions is yes, get started. If you

don’t like the toplc ‘or feel that it
needs more narrowing, keep wprk-

Example Your- hmlted toplc has
become: How Doed City' Govern-
ment - Approve _New Industrial
Projects? Ydu still find the subject
interesting, you know that there’s
plenty of printed material available

and that.you can discuss the ssub-
ject .with city councilmen. You

have 12 days left in which to write

and do research; and your mstruc-

tor_thinks-that yqQu have a g'reat
topic.

Plaanour I;muted Toplc

. Once you've dgc:dedﬁ on, limited,
and tested your writing topxc. you

" aré ready to plan_ your “paper.
- Break the wrltmg into steps. Then

set deadlines for . each step Be -
reallstxc, and be sure to glve yonr-

,,,,,

your ﬁmshed dr't'ft before the ‘pa-
per is due. :
. _The ACC ~study gmde THE
WRITING,PRQCESS describes the.
"steps involved in writing a paper.
Pick up a copy in the hbrary for .
. ldeas v

»
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A search strategy is an organ-
ized plan for library research. This
study guide will help you develop
.a-search strategy ®

Before you start. llbrary re-
search for a class assignment, you

should have a gearch strategy or

plan in mind: A good seaxch stra-
tegy saves you time and helps you
ﬁnd the best and. most appropriate
sotirces___available.

Copd/ sources lead to good papers:.
“Search stutegyn)vﬂl vary with
your toplc as well as the amount

For example, research for a two
minuie speech - will be different
from that-required for a ten page
paper. The following sample stra-

tegy- can-be adapted for most h-
brary research, !

Get the Background Information

_If you can’t briefly s;iimiriafiie. »

the major aspec - topic,
check your textbook or an encyclo-

pedla Encyciopedlas provide:,

~a brlef oven iew of the toplc -

va discussion of key issues;
events, and people

« a bibliography, a list of* -
sources on thé tdbié R

General  encyclope . are

shelved under the call number AE

in .the reference drea of the -

brary. .

Spec1ahzed encyclopedlas are also

avyilable for many subjects.. Aak
the reference librarian.if there is
a special encyclopedla for your,
topic. : -
. Find Books on the Topic

Use‘the llbrary catalog to locate

books on your topic: You can begm
by checking for the books listed'i in"
the bibliography at the end of the
enayclopedia article yéu read Then

check. the library catalog by sub-
ject. The ACC study guide FIND-

on lecatmg books.

- arfticles.

ING BOOKS gives further detﬁlls '

Find Pgrlodlcavartlcles .
on the Tgplc

Artlcles m perlodlcals (maga’-
newspapers) up
da‘te mformatlon found jn book’
By using a periodical ifidex,%you

can pmbomt artlcles on your toplc

saves flme&'

Read the ACC study gulde FIND-
ING PERIODICAL ARTICLES or

ask a reference librarian for fur-
ther help

Use Other Resources _
The library catalog lists dudio-
risnal materials and each LRC has

vnewmg/hstenmg equyment for
,your use.

ACC llbrarlans mamtam ﬁlee of
pamphiets and newspaper clip-

pings . on, popular topics. These can
be quick and easy ways to find in-’-

formation.
Your best information resource

is the reference librarians_them-
: ’selves They are familiar with the

in locating /pérlodlcal

>
iy

' library sollection and miich, much

- A

-more. Tell them your topic and-
aatch them go to work. They may

call city hall or do a computer
search for you.

EV aluate the Resuits
Examme the llbrary matenal

you have complled “Then ask these °
questions

7- Do you have too much material *

s Are your

to cover in your paper?
If s0 yon need, to. narrow your;
topic. See ‘the ACC  study
© guide SELECTING . AN
. NARROWING A ‘WRITING
. TOPIC.

tion?
Ask the reference hbrarxan or

your Snstructor for further.
sources.

mformatlon sources

reliable? 2
Books—You
check boaok reviews or exam-

ine - the author’s credentials:

The reference librarian wul,
show you how.
Magazines — Some populztr

magazines are pot: reputable
svurces for papers. Magazines -
with sensational headlinies or

pictures. of movie stars may

not bhe constdered appropriate
sources by yeur instructor.

If you have enough rehable ‘ma-
terial ° to. cover your toplc, your
search is complete. The ACC study
guide THE WRITING PROCESS"

describes steps in writing a paper:
lflck EP a copy in the iibrary.




) '7 All writers go tlnough 4 series
- of c:e ttive steps in developmg‘ and
plep.n ing wntten \smk lf you use

) cessful uﬁtf r ememben - egerv
* writer is, dlﬁ‘el ent; so adapt these
steps to vour style.
iiréwritiiig

. ’I‘he most creatxve part of writ-
ing- happens before you write. Try
a list of interesting ideas, taiking
about these ideas, plcturmg your
ﬁnxshed paper the way . you’d lxke
. SELECTING AND NARROWING
A WRITING TOPIC for more

ldeas) i

haye tnouble startmg to wrlte‘
= Pliu]iiihiz '
- Keep your topic manageable.
‘Realistically consxder ‘the regulre-
much time you have to do 1t Ask
questlons like:
When is the asslgnment due"

Does it require research?

' to wrlte\ '
+ Does it have specml requlre
ments; like illustrations?

* How should the final paper look",
Now set uip deadlines and_a re--

_alistic timetable for the next four
' steps: : Z

-

s 7 f'Research -

~

Every paper;¥even a paper based
con first-hand experience, benefits

from research. First, decide how-

much youw need to find out before
you_start looking. In the. LRC
you'll find a serlés of handouts on
uging library resources, Using
these handouts to plan a search
. strategy will save you time and
_headaches.

Second, take legleé accurate

— —i Ty 2T

and ~complete’ notes:

Jot down

formatlon Use whateyer system of
notetaking you find useful, (Note-

- cards, for example, are easy to
- handle and rearrange.)

How long will the paper take mei

= : - ”777 - ;;

ACC Study Guide Seties
THE WRITING PROCESS -

Ormmzmg -

ect Qome “ntels use outlmes,_
others Just order their notes: As
you organize; you will be deciding
exactly what your paper will in-
clude, and the order in w hich the

information will be presented:
t.

-

ORDER NOUR NbTi-:S

g

Rough Draft .

The rough driift lias one pui-
pose: to get your idehs down' on
papel it an_orderly way: Here are
some guidelines: .
. erte fast.
» Follow your organlzahonal plan.
+~Don’t stop for corrections:
» Don’t include any last mmute

ideas.

.

\l SFI' YOUR PHPER-‘

,/Asmf For Awnn.E

Wﬁen finished; set your paper aside
for a whlle——a few days, even over—

,,,,,

little crntlcal distance from .your ¢

|n|shlng‘

is the longest, and

often most important step. Fre-
quently it means x better grade.
Finishing refines yoﬂr rough draft

as yol review it several times for

" completeness, order, and correct-

ness.
Completeness means:

J You have a well- developed cen-
tral idea.
* Your finished paper fulﬁls the

assi gnment.

your main idea.

Order means:
* You include all steps in your rea-

soning as you prove a point..
* Your .thinking is clear enotigh
for others to folloiv.

* You explain your topic at the
beginning and sum it up at
the end.-

Correctness means: -

. You document all quotatlons and
"borrowed ideas correctly. .
J Your paper i3 free -from mls-

takes in grammar, spelling
.. and punctuatlon S
* You write in "a ctlear way

throughout the paper.

o You prepare the finished - draft

neatly
When you have completed the

ﬁmslung step, your paper should

neat If it does you re ready to
turn lt in.

tO better see the

rough dra

v
.

. PREPAEE THE. FINIGHED
. . DRAET NEATLY. = ..

Qi

"« You use examples that back up |

hl

Q lin Coﬁﬁ;unlii College, 1983. A joint project of the Humanities Diifié%iiili_‘ and Léiriiliig Resources Center—Rio Grande Campus.
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(Dvmq ()m)h't Notes, zmzf lerlt()gxmpbu't) | ' ' .
In oxdex to .wknowledée your What Should You Footnote? an author, then arrange the entry

use of ,words or original ideas of - by thgﬁrgt letter of the first,im-
.mothex ‘person in your own writ- Footnote .all direct qpotations

,,,,,,,,, except popular savings; Bible ver portant word mthe tltle i e

ing, you need to document your excep é)opu a; ,,,,,,,,,,, & l’ e ver- _ Be sure to provide complete in--
writing by using quotation marks, ses, an ;exy a}pgus lteratl']y quo- _ formation about each BSource in
footnotes.and bibliographies, These tations. You must footnote a opm- your bxbhography For books, in-

will show your reader exactly <vhat ions that are not your own and any () 4o (in this order) : author, title,

you. have borrowed. from _ other ;rgfogz:tfrgfn ‘;?)?]?c(;:er;’;l ;:323 city of publication, publishing com-
writers. Documentation wxll also self will have to judge if a fact is pany; and year of publicatlon
important_'enough to deserve a Ezample:

footnote. Be fair to your sourceg Smith; Sally New Dtrectwns i'n

?njd, to yourself: when in ‘doubt, Study Skills. New York: Worthy

m,,,!oqate,d,,,l,rzf,m,matwn,an,d, will
let your reader see the-authors and
kinds of thinking you found useful.

- ootnote; : . Press. 1982. - i
Quotation Marks * ‘ S _ ress, 198 Lo

- T T ‘ - For articles; complete information

Quotation m*trks €“") are a § ) - Vo S

form of punctuation used to mark — . includes (in this order): author,
a direct quotation. Quotation ‘ = Y : title of article, title of periodical,
marks indicate that you have used . dlate, and pggqs on which the arti-
borrowed words exactly as they ) ——— 2 | cle appeare \ -
appear in your original source. Al- o - = N Ea:ampie‘ .
ways: enclese a quotation in quota- pas—— 3 " ' Edwards, Michael.. “Bulls and’
tion marks, and always use a foot- — - -7 Bears:” Business World, sap—
notfi-tto indicate the source of your ; AR : tember 5, 1982, p 4-8
quotation: : ~—

- - 3 - v - — M

Format For Footnotes

* Footnotes

And Bibliographies

i‘;ootn'otes acknowiedge your use

of the words or ideas of another 'FOOTNOTES Different manuals have slightly

" person and tell your reader where ﬁbir hi . different guldelmes for preparing
~your located these materials. Some- 1 log:rap 1es ) B - feootnotes and blbhographles Two
.times you can explain the source A b]bhography is a list of  of the most reliable manuals are: -

of a borrowed idea in your own - ‘sources you have consulted in pre- - The MLA Styie Sheet and Stu-
writing. However, in most: college paring a piece of written work. It' dent's Guide to” Writing College
writing you must use a_ footnote should inciude all the sources yon Papers by Kate Turabian. )

to show your source for barrowed  found useful; not just the ones you _°  Be consistent in using the for-
material;? v quote. Arrange bibliography ent *° mat of the manual you decide on.

Footnotes always appear at the tries.in alphabetical order by the .ACC has copies of several manuals

.

- end of borrowed information. You last name of the author of each fer your ‘use; Ask your mstruc'wr
must use a new number every time source. If your source doesn’t list for suggestions:

you present a new borrowed quote . -
" or idea, even if you use only one T ¥ ' ) : -

or two. sources, Each numberéd . . = ~

footnote refers to a corresponding- o

ly nimbered source: You can list : T :

numbered footnote sources at the--

bottom (Or foot) of each page on

“Nwo;\{s enclose a udQ:HO'\ '
ti,ti&ﬁtfmn ar K 1L

place all your footnote sources-to- )

. gether on a page: at the end of your . s
paper. - ° ' : :

e

- .
b -

_1'This ig a model footnote, Remember; zii{\"éi&s _place a foot-
: note after_ a quotation or; borrowed 1deas in your text. Be

- sure to list the author and title of the source and the page . :
on which you found the borrowed information. . i e T E T — - —— &5 e - =
Ezample: ' - 3ACC HANDOUT," Documentation,
Sally Smxth, New Directions m Study Skzlls, p- 1’7 K . b .

Rin (fommunlty Cojlege,.lsss A jomt pro]ect of tj'le. Huiiiiiiitles Dmmon 1iid texrmng Resources Center—Rio Grande C:mplu.

.
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WHAT IS PI:’AGIARISM’?' -
s 7 * .
s :
/ -
Pldgmllsm ] (plonounced " WhylIs Plaﬁia'ri§m"Sé’ri6u§? e —— ——
‘PLA jar ism) means passing off ’ P S ———
the words or idexas of another per- " All colleges, schools. and univer- = -
son u$ your own. Writers can also  sities consider plagiarism a scho- —
plagiarize by failing to acknowl- ° lastic offense and. punish students : 2
edge the source of bono“ ed ideas  who plagiarize. Here at .Austin o ———— 7
.in their writing: Community College the course — - e
e . 0% catalog describes plagiarism as ‘ 3
: Wh& Is Plagiarism Wrong? “Scholastic. Dishonesty:” - It _also , -
L describes the actions the College . 4
Wntels value their w ml’g To can take against stitdents who pla- .
steal words andﬂdens which“sre a giarize. To avoid charges of pla-
writer’s property; is grossiy unfair gmrlsm vou need to document
to the writer and prevents the pla- . your writing.:
giarist from inventing original . L, . A
ideas of his or“her own, Writers - - : ' v

-

and teachers cannot condone pla-
giarism, To them; it's intellectual
. théft It q’lg'o' p’iévéhts students

: . 2

2

t‘hel or not those ideas are in your » 3

nsmé the: ﬁoét lfnﬁol tant ideas of - not leas are

own words: A bibliography, a com- ¥

all—their own: & —_— .
o AW iy plete list of sources—Ilike books; o
) u S¢H9LN§T§C: . articles; interviews, or -lectures——
DS RONESTY" | should appear at the’.end of any
T -t o . . piece of writing you usea soui'ces
: . ~  °  to prepare.

'How To Avoid Plagiarism Quotation mirks, footnotes and

It's accéptable to use the w ords bﬂ)li{igmpjygs which -are callec B
and ideas of another pELsGII but. - _—ddocumentation, will protect vou E

you must acknowledge that they fi“g" cim'ges Of;)opiaﬂi"“m't“ To
3 t VOl n Sé lotzi iOI n Ou more a u 10w (o] llse .
are no ur o ¢ quotation docunentation, see the ACC study

marks and a fo note when you use .
another wrifer's words; use a foot- guide BOCUMENTA’HON ’ s R

note-when you borrow ideas, whe-

- ) |;|‘§7 GNEAIR TO : h

O TSTEAL, \DE‘AS
- Q. >
a‘ S pDocy MENTA'!‘tom Wik -
) - - PROTECT You FROM : -
’ : cakﬁar.-s 9"- PLAﬁ:MﬂSM , e
o ‘ R ' b
- j g

Q An Commumty— Cojrege, 1983 A jomt project of ﬂle Humanuies [jivnsion ang ,Lfn;xing Resour&es Center—Rio Gnnde Cnmplla. <




