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	Definitions: Some Key Terms

	A CD-ROM is a disk that looks just like an audio CD, but it contains computer programs or data--often the equivalent of whole shelves of books or periodicals. CD-ROM versions of encyclopedias, dictionaries, atlases, and other reference works are available in libraries and also for consumer purchase. Sometimes you are connecting to a CD-ROM on the Internet. ROM means "Read Only Memory" since the data on a CD-ROM is fixed (can't be changed), unlike the fluidity of information you encounter online. 

Online is the term for being connected to another computer, where the data you are reading can be modified. You are not online when you are using a non-networked computer for word processing or reading a CD-ROM. The term online means that the computer you are using is communicating with another computer, for example, to connect to the Internet, or to access a library's regularly updated catalog and other resources.
To get online, you must log on (type a password, or go through certain prescribed steps, depending on the system). To go offline, you log off (by typing certain words or symbols).
The Internet is the name given to the network of all the computers in the world that can communicate with each other. The most common means of connection is a modem (an electronic device in each computer that uses the telephone lines to transmit the data between computers), but some systems use cable or satellites.
Some of the computers on the Internet contain huge storehouses of information organized for easy public retrieval. Others provide the interconnections for networks of personal computers (such as a university mainframe computer or America Online). Still other computers on the Internet provide information from businesses, government agencies, or non-profit organizations. Connecting to the Internet allows you access to libraries and museums, computer software, elaborate graphics--and ads for products you may or may not want. Further, you can reach thoughtful and generous people who will respond to your questions or entertain you. And unfortunately, you may also encounter people who give misinformation or waste your time.
Via the Internet, you have access to all these resources--almost all of them for free. The challenge is to figure out which ones you want to connect to and how to do so efficiently. Once connected, you'll find some of the information presented in simple text format (plain black typeface on an unadorned screen), but you'll also find some valuable information festooned with colorful and entertaining artwork (including commercials), sound effects, video, and music.
Occasionally, you'll be asked to register--giving your real name, address, and e-mail address. You will be told if fees are involved, but sometimes registration alone is necessary before you can read the information at that location.
The fastest growing area of the Internet is that of the World Wide Web (WWW). This is the name for the interlinked part of the Internet where you can with one keystroke jump from one topic--and location--to another. You may have already seen this linking method if you've used a multimedia CD-ROM--such as Encarta or Cinemania. As you scroll through the text, you encounter underlined and colored words or phrases; when you click your mouse on that phrase, you jump to a different page relevant to that topic. 
Websites (locations on the World Wide Web)use this same linking method. You might start by looking at the home page (the first page of a Website) of the National Register of Historic Places at the U.S. Department of the Interior; then you might jump from there to a list of landmarked buildings; next you could see a picture of a specific building--all with just three keystrokes! Later, you might wonder how you got there, but the computer program allows you to go back to each previous screen, where each of the phrases you clicked on (links) will have changed color, so you can almost always retrace your path until you disconnect.
Another way people use the Internet is to send e-mail (electronic mail). This is the method of sending messages via computer--either to one person or to a group of people, once you know the correct Internet address. Computers make it possible to send copies simultaneously to a great many people, allowing for "live chats," where individuals type messages back and forth--and many others can read those messages, either at the time they are sent or later.
The most important characteristic of the Internet and more specifically the World Wide Web is openness: Anyone with the equipment and knowhow can have a WWW page, and anyone else can read that page. Consequently, the Internet is accessible, democratic--and disorganized. Computers speed up the access to the information, but you can't predict what you will find. You may follow a promising lead and find notes from a scholarly seminar on your topic--or just as easily find someone's family portrait or rambling travelogue. Thus you need to be prepared to spend time searching for what you want.
Download is the term for copying a document from the Internet to your disk or the hard drive of your computer. We speak of computers as loading data from a disk or another computer. Thus a Webpage is loading onto your computer as it gradually comes into view. The computer where the Website is located (its server) is uploading the Webpages to you. Should you choose to save them, you would then download copies of those pages onto your own disk.
Note: some college programs or libraries restrict the types of downloads you are allowed to do. You may be able to copy to your disk or print copies of the screens you are viewing, but you might not. You may also be restricted from downloading from commercial services, where fees could be involved. Be sure to ask what rules apply. Caution: If you do decide to download for a fee, make sure that your credit card number will be encrypted (scrambled). If it is not, you will be warned that you are about to submit an "insecure" document. If that is the case, others would be able to read your number. By law, a telephone number must be given so that you can phone in your order.
If you have a sizable research project, you will want to save as much information as possible onto your disk (to avoid needless typing). Thus, when you go to the library or computer lab, plan to take a 3.5" disk formatted for the system used there (if you know whether it is Mac or PC). Then give a separate name to each document you copy to your disk, so you can find it later.
Browse is the term for moving from one Website to another. Special software, a Web browser (such as Internet Explorer or Netscape), makes it possible for you to reach a Website by typing in its address or clicking on a highlighted phrase in a Web page. Time spent visiting a number of Websites is also called surfing--a good metaphor for the rapid movement that is possible on the Web.

	Connecting to the Internet

	To use the Internet, you can either go to a library, a college computer lab, or a commercial establishment that has Internet access, or you can get an account--for free if your college offers it, or for a monthly fee from a commercial on-line service provider (such as America Online, Compu-Serve,or  Prodigy). 

Regardless of the method, the computer you use is communicating (via modem or hard wire) with a powerful computer (the server) that is in turn connected to the Internet. From your personal computer or campus workstation, you use computer software that communicates with the server computer. (Ordinarily, that software is provided when you get an Internet account at home--either with your college or with a commercial service). Other software programs in the server allow you to use e-mail (electronic mail), browse the Web, or download files from the Internet to your disk. Because you are dealing with a computer between you and the Internet, high usage may tax the system you are using; depending on how powerful the system is, you may have occasional or even frequent slowdowns--particularly at term paper times!

	Equipment Needed to Connect to the Internet

	If you want to use the Internet from home, you will need:

· a computer with at least 8 megabytes of memory 

· a modem (at least 28.8 speed) plus communications software to use it 

· a phone line (or a hard wire connection if your college provides it) 

· additional software depending on what your Internet server requires 

Optional Equipment
(Recommended for the World Wide Web)

· a color monitor 

· a sound card (already built into the Macintosh) and multimedia software if you want to use multimedia sources 

	Internet Accounts: Username and Password

	When you open an Internet account--either with your college or with a commercial online service--you will be asked to submit a username and password so you can logon and receive e-mail. The username (ID or userid) plus your server's address will be your e-mail address on the Internet (usually username@server address, such as wienbrd@sunynassau.edu). Sometimes you won't get your first choice of username--because someone else is already using it, or because your server assigns usernames by an established system. 

Your password is the sequence of letters or numbers (or a combination of letters and numbers) that you type in to gain access to your account. Since you'll be using it often, select one that is easy to remember and quick to type--and one that others won't be likely to guess. Be sure to type both your username and password carefully during the initial setup (because what you type is the only sequence the computer will recognize ever after) and write both down in a safe location (not in your computer files).

	Figuring Out Internet Addresses

	The Internet address (sequence of letters and numbers you type to send e-mail or to reach another computer on the Internet) is based on an established system, DNS (Domain Name System). The last three digits designate the type of institution at the Internet address: 

.edu is used by educational institutions
.org is used by non-profit organizations
.gov is used by governmental agencies
.mil is used by the military
.com is used by commercial organizations
.net is used by large computer networks

These addresses assume that the site is in the United States. In addition, you may encounter addresses that end in a two-letter country code. Here are a few:

AT-AUSTRIA
AU-AUSTRALIA
BR-BRAZIL
CA-CANADA
CH-SWITZERLAND
DE-GERMANY
ES-SPAIN
FR-FRANCE
GR-GREECE
IL-ISRAEL
IT-ITALY
JP-JAPAN
KR-KOREA
MX-MEXICO
UK-UNITED
KINGDOM
US-UNITED
STATES
Not only will you need to memorize your own address, you can often figure out an unknown address by trying possible usernames with the proper suffix. For example, you can accurately deduce how to send an e-mail message on the Internet to the President of the United States: president@whitehouse.gov

In addition, all the people in your system share the same address, so you can send messages to them once you know (or figure out) their usernames.

Besides using the Internet for e-mail, you will want to visit Websites. You reach sites on the World Wide Web by typing their addresses called URLs (universal resource locators), which usually start with http://www.

You can also figure out some addresses for sites on the World Wide Web; try a simple name with the appropriate prefix and suffix:

For example, you can reach these Websites by typing their fairly obvious addresses:

New York Times
http://www.nytimes.com

Wall Street Journal
http://www.wsj.com

Federal Directory

http://www.fedworld.gov

Metropolitan Museum

http://www.met.org

Louvre Museum in France

http://www.louvre.fr

Attention: When typing, you must use the exact sequence of letters and punctuation of the address. Unlike a wrong number on the telephone, you won't know if your e-mail message reached the wrong person on the Internet. If you get a reply "wrong DNS" or "unknown URL," check your typing first; if the spelling is correct, try one of the directories listed in this manual. Be aware, however, that one of the most important characteristics of the Internet is its rapid rate of change. Most sites that move leave a forwarding address, but some do not.

	Getting Around within Different Programs

	Even if you've used a computer for word processing, you may encounter computer systems where your actions will not bring about the expected results. Regardless of the program you're using on your own computer, you will be restricted to the format of the program you're communicating to on the Internet. 

Using the Keyboard Only

DOS and UNIX systems are character- or text-based, responding only to commands that are typed in. You will need to pay attention to the directions on each screen, because programs ask you to use different keys at different times. Sometimes you will

· Type the number of the item you want 

· Type the highlighted letter of the item 

· Type the word or phrase; press Enter/Return 

· Using an arrow or tab key, highlight the item; press Enter/Return 

Usually, the directions will appear at the bottom of the screen, but sometimes, you'll be "prompted" by a blinking cursor right on the line where you should type. If nothing happens after you have typed something, press Enter/Return.

You can also use your keyboard instead of the mouse for navigating around mouse-based Websites (as you will have to if you use the Lynx Web browser). Just use the arrow keys to reach the phrase you want, and then press the Enter/Return key to select the phrase.

Using the Mouse

Windows and Macintosh systems use design and pictures (graphics) in addition to words. With a mouse-based program, you mouse-click on highlighted phrases in the text or on icons (little symbolic pictures). You will then either press a key, or mouse-click, or type in what you want. As you are working within a program, you will notice various borders that outline "windows" on the screen. You open and close these "windows" as you move through the program.

If you've never used a mouse before, practice with it before going online. Move the mouse around on the desk until the cursor (arrow or vertical bar) on the screen is positioned on the icon or phrase you want to select; then click once (press the upper portion of the mouse--if there are two buttons to press, press the left one). You will see your selection highlighted on the screen. When you have to type in a line, position the cursor on the left margin of the space where the first letter should go, and then click the mouse before you type.

Maneuvers with either Keyboard or Mouse

· Selecting

Often you will tell the computer what you want by choosing from a menu (list) of options, or by selecting an underlined phrase presented in a different color from the rest of the text. You communicate your selection by clicking the mouse or by pressing Enter/Return after the choice is highlighted. Note that a phrase can't be selected until the cursor is positioned exactly on the phrase; with many programs, the cursor changes from an arrow to a hand pointing upward to indicate that you can select at that point.

· Scrolling

Whether with keyboard or mouse-based systems, you scroll down (move vertically down through the text) as you read the material on the screen. For scrolling, you can use the arrow keys, the Page Up or Page Down keys, or the mouse. To use the mouse, look at the right edge of the screen. You will notice a vertical border for the window you are working in. Caution: There may be two borders; if so, the one on the inner frame controls the window you're working in. You either position the cursor and click continuously on an arrow pointing in the direction you want to move the text (up or down), or you may click on a square "button" to slide it down the margin as you read. Just click and hold the mouse as you guide it smoothly and in a straight line (towards you to go down; away from you to go up). This method is particularly useful if you want to skim a document quickly.

You won't be able to scroll through or save a document while it is loading. Programs usually provide a visual clue to the status of downloading--for example with a horizontal bar graph, a thermometer, or shooting stars (Netscape).  
Note: the position of the square "button" in the right margin is also a clue to the length of the material you are reading--since most of the time the pages aren't numbered. It will be at the top at the beginning of the document and all the way at the bottom at the end.

· Saving

In nearly every program, the top of the screen will have a section labeled Options or Commands. Mouse-click (or arrow and press Enter/Return) to read a menu of choices. Save or Record will allow you to save the data in the file on your current screen (which you can then read more carefully and take specific notes from) and many even give an appropriate footnote.

Insert your formatted disk into the computer; be sure to name each file with a different name, and write down the full title and Internet address (because you can't enter any of your own writing directly on this file yet). Non-Mac users will need to specify which computer drive their disk is in. Note that only the file you're actually reading will be saved--not any of the linked files. If you want them also, you have to get each file on the screen and save each one separately.

If you are working in a library or computer lab, be sure to save your notes in text-only format--both to save space and to make sure that your word processing program can read them. Some libraries or computer labs may not allow you to save on your own disk; if not, see whether you can print the files you want.

· Other Options

The headings in each program vary, but there are usually a number of other useful options listed on the top of the screen. If you highlight them there will either be an explanation or a drop-down menu (mouse-click on the heading; then, while holding the mouse button down, drag down to highlight your choice; release the mouse). See the definitions of the Back, Forward, Reload, Bookmark, Home, History, and Stop buttons.

· Error Messages

Many programs will alert you with a sound effect if you're trying to perform something that won't work. Others will give an error message. You can usually click on help (or type h or ?) to learn what to do.

· Exit

As you enter a program, often there will be a line at the beginning telling you how to exit or quit. Note that command (frequently Alt + F4, or Command-Q on a Macintosh). If you forget, you can usually type Q or mouse-click in the top-right or top-left corner where you'll see an X or square. Don't just turn off your computer—particularly if you're connected to a text-based host computer program. It can leave that computer line busy for others. 

	A Word About Internet Courtesy

	Although the Internet often feels huge and impersonal, your behavior will affect other human beings. There are a few ground rules based on the spirit of the Internet: 

· Communication between computers means you're using the time and energy (bandwidth) of other computers whenever you log on or connect to a Website. Don't tax the system by careless typing addresses, or by surfing areas you have no interest in, or by failing to log off properly, or by using a foreign site when a domestic one is available. When possible, download at off-peak times; when a site gives you the option, choosing to download at a high "niceness level," creates the least amount of site slowdown for other users. 

· Honor the time limits on a library computer during peak usage. Empty your e-mail regularly. Cancel subscriptions to Listservs and Usenet groups when your interest has waned. 

· When visiting a Newsgroup, read the FAQs (list of Frequently Asked/Answered Questions) first; then "lurk" for several days to learn the acceptable behavior for that group before commenting. This way, you'll get a sense of the intellectual level of the conversation, the philosophy of the majority of users, and the treatment of newcomers. 

· You may have heard of "flaming"--an abusive or sarcastic response to a posting on the Internet. Some groups accept, even encourage, such a tone; but many do not, and it's best to be sure which kind of group you're in. 

	Preparing for your Research

	Using computers to find information sounds easy, and often it is. However, you will also have access to much more material than you could ever read, and the information you need may be buried under a lot of stuff you don't care about. Researching with computers can be successful only when you understand how the information is organized as well as what computers can and cannot do.

	What Computers Can and Cannot Do

	Whether you are searching on CD-ROM or on the Internet, search tools (computer programs that locate sources of information) will ask you for a subject area or for search terms (keywords). Researching programs are user friendly, so you'll often get plenty of information quickly. However, you still need to be creative--in how you tell the computer what to look for. 

Computers Can
What You Must Do
scan a vast number of documents rapidly
determine the best words to use for scanning the documents
organize the results
indicate your priorities
respond to your specific limits
articulate those limits
allow you to download files to use in your report
save the files on your disk; record bibliographic information
Computers Cannot
What You Must Do
find something wrapped inside something else
use synonyms; suggest more general topics; be creative in phrasing your search
find something that isn't there
recognize that some material isn't available electronically; understand how files are stored; carefully select the databases you search
correct a misspelled word
proofread zealously; use alternate spelling when appropriate; recognize that typos occur in indexes and catalogs
discriminate between different meanings--such as Mercury the car or planet and mercury the mineral
add words preceded by "not" so you eliminate unwanted results
provide context
add terms that provide context--such as "toxic mercury"
Sometimes It's Better to Consult a Person--or a Book
For most topics you should be able to do at least some of your research electronically, but you may need to be persistent. Be prepared for some dead ends--sometimes the information just isn't on the Internet; or sometimes it's there under a different term or available with a different search tool. At times you will be better off finding the printed version. For example, even when you know that a particular article was on the front page of last Sunday's New York Times, you won't find the article electronically nearly as fast as you will if you just go to the library and pick up the paper.
In addition, many of the electronic sources will provide only a title or summary; once you have that information you will still have to go to the library stacks or the periodicals room to read the book or article. Of course, you won't know which are the best books or articles until you examine them.


 

	Understanding Where the Information Is: Databases

	Although computers have revolutionized the way libraries work, the basic method remains the same as that of the old print-based days: Librarians catalog books, magazines, newspapers, photographs, and recordings by author, title, and subject, with cross-references to important subtopics within the subject. This information is stored in the library's catalog, so you can look for a work by subject--or by author or title if you have that information. Articles within the magazines and newspapers are listed in indexes according to this same method. Computer programs can rapidly scan catalogs and indexes--even pages of articles or the tables of contents and indexes of individual books--for words you specify; some programs also look for related subtopics that you haven't even mentioned. In addition, electronic databases can sometimes also give you the text itself to read on the screen or to print out. 

Databases
Academic research papers require information found in articles published in scholarly periodicals, many of which are not on the Web. Therefore, you will need to consult some specialized databases that index scholarly articles. Your library will have a number installed in designated computers for you to consult.
Databases come in four types:
Bibliographic databases (lists of titles of books and articles) are the most common type. These indexes and catalogs will usually give you a brief description or the abstract of a book or article, along with the title, author, publisher, date of publication, and number of pages.
In the library, you will have access not only to its catalog but also to a variety of indexes on CD-ROM, installed at designated computers. You can find out which periodicals the Library subscribes to in the catalog, but to find specific articles, you will need to consult indexes. For example, you can find general interest magazines and newspapers indexed in the Magazine Index. Specialized journals are covered by Business Index, Medline, and ERIC (educational resources). Note that some of these indexes are on the Web as well.
In addition, some indexes are citation indexes.
These lists include the articles on a particular subject plus information about the references to that article (citations) by other scholars. This cross referencing can lead you to many other sources, as well as help you select which would be the most important to read. A citation index allows you to find out what experts consider the classics in their field. Be sure to read an expert who is cited often. Citation Indexes are organized by discipline. Look in your library for the Humanities Citation Index, the Science Citation Index, and the Social Sciences Index.
After finding the titles of books and articles you want to read, you'll then have to find them in the library. The database will often tell you the location of the book or article--whether it's in the reference section, on reserve, or on microfilm or microfiche.
Full text databases include the whole text, not just the title. Understandably, there are not very many of these, and they usually present only sources from the last few years. Most of these indexes provide unformatted texts for recent articles, but the Bartleby and Gutenberg projects on the Web have scanned entire books in beautiful formats. If you want, you can read these books on the screen. On the Internet, some full-text databases require a fee for you to see the actual text. However, selected recent articles are available free from Atlantic Monthly, the New York Times, and the Wall Street Journal.
Statistical Sources are the fastest way to find statistical information--such as Census Bureau data in the 2000 Census of Population and Housing, or Demographics USA 1999: County Edition. However, these sources can be hard to use, because they're dense with information. You may prefer to use the tables in print form and to supplement the statistics with articles that analyze or interpret the data.
Directories include information of the sort found in phone books, but these databases also sort the information by categories, giving you leads to further research. For example, you can see lists of businesses by type, giving corporate officers and annual sales figures. Check your library for Dun's Business Locator, Dun's Small Business Sourcing File, and Standard and Poor's Corporations.

	The Internet

	In addition to the library with its books, journals and electronic databases, you have the entire Internet to explore. Since 1987, people all over the world, usually as part of their jobs or schoolwork, have been scanning in titles, summaries, and even entire copies of articles and books, creating lists of resources, writing informative studies--and putting the results up on the World Wide Web for everyone to use freely. Many government agencies and non-profit organizations have Web pages--often chock full of information on social issues, the arts, science, the environment, or how to solve a particular problem. You may even find a Website devoted to your precise research topic! 

However, keep in mind that the information you're looking for has been put there in two ways: by a human being who has a logic that may be very different from yours and who can sometimes make mistakes or omissions, or by a robot that lists every word regardless of context. You need to be prepared to spend some time sleuthing.

	Expect to Use Printed Sources

	Most books and articles are not available online. You will still need to go to the library to read them and take notes. And you may prefer to read printed sources even when they are also available on computer. 

· Most electronic texts of articles are devoid of formatting—you get just plain typeface--often many screenfuls that you have to search carefully to find what you want. Formatting in print, on the other hand, makes it easy to skim material. You can read selected passages in a long article, noting headings, illustrations, first and last paragraphs. 

· You can browse in print, flipping through the table of contents or index of a book, for example, or sampling a middle chapter. 

· Text-only electronic versions of articles are taken out of the context of the original. However, graphics, or other articles and advertisements adjacent to an article in a newspaper or journal can give you a broader sense of history and culture. 

· You can immediately tell the size of a book or article in print, but it's difficult to get a sense of the length of some computerized texts. You won't necessarily know even when the size of the file is given (for example, 15K) because some of those kilobytes may be for graphics. (Without graphics, 15K is about 6 pages.) If the information is given, note the page length of the article in its original form. 

	General Guidelines for a Research Project

	The same guidelines apply to researching electronically as for searching through print sources: 

· Spend preliminary time jotting down ideas and questions 

· Determine the level of information you need and the time limits of your project 

· Continually refine your search as you go 

· Save notes on your computer disk where possible 

· Record the source of every fact or quotation, in order to avoid plagiarism 

· Stop periodically to assess; write your thoughts on what you are discovering 

· Stay open to discovery--allowing time for browsing and reflection 

For example, if your topic is the mercury poisoning of fish, first figure out what it is you want to learn more about. Do you care most about the environmental aspects? Or are you more interested in the effects of mercury in humans who eat the fish? If you're new to the topic, you may want to read an article in an encyclopedia to get some background. Make a list of questions and then extract the keywords (terms) you'll need to look for. Have a list of significant keywords and their synonyms handy before turning to the keyboard.

In addition, list all the associated subject areas where you might find information (marine life, health and nutrition, seafood, oceans, lakes, water pollution, pesticides, industrial waste, contaminated streams, environmental cleanup, etc.). You can do a quick subject search on the Web for background and the history of most topics.

If you know a great deal about your topic, write a brief summary for yourself. Identify the areas where you want more information. For example, you may already know the symptoms of mercury poisoning in otters, and you are looking for the connection to mercury levels in the fish supply. List the organizations, locations, and experts' names you already know; list the technical terms, including synonyms; then frame the questions.

If you have a vague idea of what you want to find, or a tiny point you need an answer for, you may need to discuss your project with a librarian or your teacher, or browse first either in the print library or on the Web to get some background, or even put the question to a newsgroup on the Internet (see Using Email [in "Searching the Internet for Other Sources"]).

Often it will be difficult to plan your project, or to know what direction it will take, until you do some exploring. But the assignment and your own level of expertise will give you a clue. What level of information do you require? A twenty-page paper needs much more detailed information and analysis than a five-page one. A paper on mercury poisoning of fish will be much more complex for a class in Advanced Marine Biology than for English 101.

Be sure to take careful, documented notes during your research, so as to avoid plagiarism.  Remember that if you use another person’s material, you must acknowledge your source. 

	Time Management

	If you will be connecting to the Internet from home, don't forget to allow time to use the library where you'll need to consult print sources--and perhaps get a librarian's help. 

With electronic research, you'll quickly get a great deal of information. Be sure to have a plan so you have time to analyze the researched material. Stop periodically to assess both the emerging general picture you have of your topic and the quality of the specific information. Researching electronically can become a mesmerizing activity, and you might find that at the end of a pleasant afternoon there is nothing to report. You might even try setting a timer (some computers have this feature installed) and stopping every hour or so to make sure you have something concrete, so you aren't caught empty-handed at the deadline.

In libraries, you may be restricted to fifteen minutes' usage of a computer during peak times. If you're using a commercial service, you can easily run up a huge bill.

· Narrow your search and have a good list of search words before you go online 

· Use the helpline (look for a button with a question mark or the word "help" or "search for help")--particularly when you use any program for the first time 

· Use keyword and the back buttons; "bookmark" favorite sites (see Typing Reminders) 

· As you come across interesting information, save it to your disk and then read and/or print off-line 

· Compose and read e-mail off-line (your program will show you how) 

· If a site takes too long to come up, use the stop button at the top of the screen (or Ctrl+Pause or Esc) to interrupt the request; then make a note of it and try again later 

On the other hand, recognize the value of browsing. Allow time (say half an hour) for aimless exploring. Since the Web is constantly changing, give yourself the chance to be open to new discoveries. If you feel overwhelmed or frustrated, stop to recall what you asked the computer to do. You may have asked the wrong question, or the answer you expect is not as readily available as you hoped. You need not be intimidated by the wealth of information on the Internet; you can, with patience, usually find ways to discover what you want to know.

	Conducting Your Research

	Before you begin your search, you'll need a clear idea of what you want to discover. You may want just to browse first--either in your library or on the Internet. If you begin with a general subject, you may get plenty of information from whatever turns up first, or you might get more specific information (closer to what you really want), by taking time to narrow your search precisely (see General Guidelines for a Research Project). In any case, you'll need some words to type in to tell the computer what you want.

	Searching in the Library

	A good place to begin is with an encyclopedia. For example Encyclopedia Britannica is available online (http://www.eb.com/) or may be installed in computers in your library. Alternatively, an encyclopedia may be part of your word-processing program or in the reference section of your Internet service provider. 

Start with the first phrase of your topic: "mercury poisoning." Columbia Encyclopedia (part of Bookshelf with Microsoft Word) gives two subject listings: for Mercury (obviously the planet, not the car) and mercury--but no listing for mercury poisoning. The article on mercury includes several topics highlighted and underlined that you can click to jump to related articles--on pollution and environmentalism among others. Before following these leads, jot down any keywords to use for your search as well as any facts or general information that piqued your interest.

You could then go to the Science Citation Index, Medline, or Business Index (on CD-ROMs, installed in designated computers in many libraries. When you are asked to type the words to search for, select some of the keywords you jotted down. See Understanding Where the Information Is: Databases

 HYPERLINK "http://www.mhhe.com/socscience/english/langan/langan_5_cwsr_new/graphics/langan5ecwswr/guide/understanding.html" 
.
With a topic such as mercury poisoning, you will probably use more articles than books to get your information. However, check the library catalog as well--using some of the keywords for a subject search, as well as the names of any experts you came across for a search by author (to see if your library has any books written by these experts).

	Searching on the Internet: Search Engines

	Searches on the World Wide Web are conducted by powerful computer programs called search engines. Some of them also search through some of the databases listed in Understanding Where the Information Is: Databases; others look only at Webpages (for titles and keywords) or at specific areas of the Internet. Not only are search engines fast, some of them are quite sophisticated in their methods-- for example, helping you to find other Websites similar to the one listed, or allowing you to pose a question, such as "Why are barns red?" (For the answer, check DejaNews. 

No matter what program connects you to the Internet, you will be given a series of choices for searching the Internet. You can usually press Enter/Return or mouseclick on "search" at the top of your screen, but you may also be given a list of search engines to select from (such as Google, Excite, Yahoo, or AltaVista). Any of these would be a good place to start (just click on the search engine's name), or you may prefer to type in the address of one of the search engines listed under Search Engines. (Note that some of the addresses provide connections to several search engines, and others (Metasearchers) search through a number of search engines simultaneously.) Try several different search engines, based on their descriptions. You might find enough information to digest right away. If you do, skim the articles quickly and save the useful ones to your disk.

	 Searching by Subject

	One way to get plenty of information on your topic is to move through narrower and narrower lists of subject headings on the Web. For example, with the search engine Yahoo (http://www.yahoo.com), clicking on the subject "Education" then under "Education" on "Higher Education" then on "Distance Learning" gets a list of several Websites addressing the subject of distance learning in higher education. You can then scroll through the list and click on each one that interests you.

	 Advanced Searches: Using a Search String

	If the subject search doesn't yield enough information, search for additional specific terms. On the screen you will see a horizontal box outlined, where you can type the phrases you want the search engine to hunt for. Every search program uses slightly different rules of operation, but most use "Boolean operators" such as and and or to tell the computer how to interpret your list of search terms. Check the directions or help screens of the program before beginning. Many search engines such as Google have an “advanced search screen” that allows you to fill in terms and automatically supplies Boolean operators.  If an advanced search screen is not available, here are some guidelines for creating your own search strings:  

· Don't use capitals 

· Truncate endings (Omit -s, -ed, -ing, -able, -ial, -y/ies endings). Sometimes you'll give the root word and an asterisk to indicate variations (mercur*) 

· Use and to connect two terms that must both appear (mercury and fish).
If you are told that "Boolean and is implied," then just put a space between all the words you want (toxic mercury fish) 

· Use or to link two terms, either of which must appear (fish or seafood) 

· Use not to exclude any terms you don't want (mercury not planet)
· Omit other connectors, such as with, of, between 

· Use punctuation--parentheses, brackets or quotation marks—to join words into a phrase (underwater archaeology){fried green tomatoes} "chrysler building" 

· Some searchers allow you to specify a date (1985- 1996 means 1985 through 1996; 1985, 1996 means 1985 and 1996) 

· Some search programs use symbols instead of connecting words: 


and (+ or &) not (- or !) or (|) near (^)
These symbols are all above the numerals on the top row of the keyboard; place the symbol immediately before the word you are designating, without spaces. However, check the helpline before using these symbols to find out which to use.
For example, if you entered the following as your search mercur* or "mercury poisoning" and fish or seafood not car not automobile not planet
or alternatively
mercur*|(mercury poisoning)+fish|seafood-car-automobile-planet
it would mean that you want those documents discussing any words with the mercur- base--such as mercury, mercuric, mercurial, or the phrase "mercury poisoning" plus the words fish or seafood, but--to eliminate references to Mercury--not any about cars or planets. When you use quotation marks to enclose a phrase, the terms marked this way would have to occur together, in the order specified.
Some programs will allow you to use a long string of phrases linked by punctuation; others may have a limit. You will usually need to do several searches with different keywords, narrowing down your search so that you get more and more specific information.
Some searchers also allow you to specify the proximity of two terms. You might find that it's useful to say that two terms should be mentioned within ten words of each other (such as mercury and fish), or that you don't want two terms within ten words of each other (such as mercury and venus). The searcher instructions will tell you how to write that command.
Using your search string, phrase your search: Beginning with the more specific phrase, list the words you want the computer to search for, according to the guidelines on the program you're using. Keep rephrasing your search until you get a manageable (fifty or less) list of sources.
For example a search for
mercury and seafood or fish
yielded 48,000+ articles with the search engine InfoSeek and 38,000+ with AltaVista, sorted with the most relevant first (meaning the ones the computer program matched best to the query terms). Don't be put off by those numbers; sometimes it's fastest to read a few of the topmost articles, then narrow the search. For example, one article indicated a study of Finnish men who had suffered from mercury poisoning. Adding Scandinavia or Finn to the search string brought up new articles and then more new search terms. Narrowing the search after reading the first ten articles led to 75--still too many to read, but there was plenty of information in the top ten.
Next you can change your area of search. There are a number of research services that provide free searches and then charge for copies of the articles. After you complete your search, you can then go to your library for the article. A good one to try is CARL (Colorado Alliance of Research Libraries--at http://coalliance.org). The free search (Uncover) provided a list of a dozen scholarly articles on mercury and fish, many of which could be found in the average college library.

	What If There Is No Match for Your Request?

	· You may have misspelled one or more words 

· You may have used the wrong symbols or phrasing for that particular search engine, or see if an “advanced search” screen is available. Check the directions or helpline. 

· You may have submitted too narrow a search. Try generalizing a bit--for example change the phrase "mercury level in otter" to mercury and otter, or add alternatives (seafood or fish) 

· Give the abbreviation and the full name, linked by or (CIA or Central Intelligence Agency) 

· You may have selected an inappropriate search engine (see Search Engines) or database (see Databases) 

· The information may be at a location that is either down or experiencing heavy usage 

· Your computer server may be experiencing a slowdown --again because of heavy usage 

	What If You Get Too Many Listings?

	· Take a look at the first ten to see if they coincide at all with your topic. For instance, if your inquiry on the Chrysler Building yielded thousands of articles, and the first 10 are all about cars, you'll need to rephrase the search string or use a different search engine. 

· If the first ten listings are on your topic, download a few of them to skim offline and extract more search terms to use. 

· Add more words to your search string. Try putting a more specific word first:
Example: "William Van Alen"+architect+"Chrysler Building"+"New York"+"Art Deco"+Design. When possible, link (+) the terms so that all will appear in your selected documents 

· Specify terms that you do not want 

"Chrysler Building" not automobile not "car dealer" not Detroit

	Assessment Questions--Use These to Pursue New Searches

	If you encounter certain authors or titles repeatedly as you consult scholarly publications, you'll have an indication of which authorities are the most respected. On the other hand, the number of accessions (or "hits") of a particular Website will indicate its popularity, but what is hot is not necessarily the most reliable. You will always need to assess the quality of the information. 

Note the Internet address of the source. Is it commercial? (See Figuring Out Internet Addresses.) A commercial Web site may not be inappropriate by itself, but just as there is a difference between magazines and scholarly journals, there is a difference between a document on a commercial Website and a paper posted by an educational, governmental, or non-profit organization. Be prepared to get additional evidence or support.
List the categories for the information you have accumulated. Arrange a simple outline (or a topic "tree" with subtopic “branches"). Consider how topics could be further subdivided. Note the names of experts or areas you want to pursue--and which you want to drop. Finally, what conclusions does the information suggest?
After reviewing your notes, do some freewriting to see if you can identify the main points and where the holes in facts and the gaps in the reasoning are. Rarely is one search session adequate--even for a short research project. Follow up on the sub-topics or expert names—returning to the same search engines or databases you have been using.

	 Home Pages of Colleges and Universities

	More and more college faculty use the Internet as part of their courses. Through the searching techniques already described, you may have already encountered syllabuses or reading lists that will help you in your research. In addition, try searching with terms from the academic course appropriate to your topic.

	 Websites of Governmental and other Nonprofit Organizations

	Check the directories (Some Interesting Sites for Research or Directories)or search engines (Search Engines) to find Websites of organizations devoted to your subject area. Often the links will lead you to may alternate sources of information. For example, National Public Radio (http://www.npr.org) covers many topics of current affairs, including news about politics, the economy, the arts, and sciences. Tapes or transcripts of broadcasts are available, for a fee.

	Using Telnet

	Telnet is an established method of communicating on the Internet, but unlike the other older methods, it hasn't been replaced by other functions on the World Wide Web. At this writing, many libraries and usergroups are only available through Telnet, so you may find that you have to tackle this technology. Basically, it is the protocol (system of computer rules and formats) that allows you to communicate directly with another, distant computer. The technology allows your keyboard to behave as if it were attached to the other computer and its programs. 

For Mac/Windows users, using Telnet, which is UNIX based, is not easy. Not only is the mouse useless (touching it can sometimes even break the connection), but keystrokes may produce very different results from what the label on the key says. (For example, an arrow key may add an unremovable symbol.) If your library or computer lab does not provide detailed written instructions, ask a librarian or technical staff member for help.

First determine if you have Telnet on your system. (Colleges with UNIX do; other systems--including commercial online servers--may require that you install additional software.)

Get the Telnet address. You usually encounter one when you're on a Website and want to go further, but you may also find what you want at http://www.einet.net/ Write down the address and also the exact letters of the logon (letters that you type in to start the program)--usually a word in all capitals. You may also be given a password and the logoff (letters that you type to exit the program).

At the prompt line or the Telnet window of your program, type in the address (the name of the organization or a series of numbers--like a phone number--separated by periods).

When you reach the site, you'll first be conscious of its simple look--just a plain typeface. You may need to adjust the screen size; check the top of the screen for Options. Read the initial directions and write down (if one is given) the "escape character" (usually three keyboard symbols, such as +++, that you must use when you give commands at this site). If you don't have it already, write down the logoff to type in for the end of your session.

Using all uppercase, type in the required logon, and follow scrupulously the directions on the screen each time. Unless directed to do otherwise, each time you write a command (such as "OPEN,") you will need to precede the commands with the escape characters and a space. Don't touch any keys until you are instructed to do so. Be sure to type slowly, allowing for the brief time lag it takes for your keystroke to communicate with the other computer. If you make a mistake in typing, sometimes you can Backspace/Delete to fix it, but if not, press Enter/Return and usually the program will allow you to retype.

For example, to reach The National Register of Historic Places, you type 165.83.212.245/ in the address window or at the Telnet prompt. You were given the logon (NRIS) when you got the Telnet address (on the home page of the National Register http://www.cr.nps.gov). Then you enter the letter indicating your choice, and press Enter/Return. Alternatively, type in the escape character or command {/} and then open and the name of the building you want information about. Press Enter/Return. (You will need to press Enter/Return after choices--unless the desired letter or number gives an immediate response.)

Be sure to logoff once you have finished. Logoff is {/}QUIT.

Possible Problems with Telnet

· If the site asks you what kind of terminal you have, try pressing Enter/Return. If the site repeats the question, try entering VT100 (the most common) according to the directions on the screen. 

· If you forget the logoff or it doesn't seem to work, press /]/ or Q. 

· Type ? or H for help. 

	Using e-mail: Newsgroups (Usenet)

	People communicate regularly on the Internet, and some are highly knowledgeable about the subject being discussed. One way to get in on the conversation is to read the postings on a BBS (bulletin board server) or newsgroup (a forum devoted to a particular topic, on which people send in their comments by e-mail). However, for research purposes, you need to be cautious. Anyone can claim to be a particular authority; so be prepared to check a second source to back up what you get from a newsgroup. 

Although you can't expect these forums to do your research for you, you will get useful information if you select your group well. Be sure to allow enough time to follow a discussion over several weeks.

You may have heard of real time conversations (live chat) on the Internet. The on-line services organize a number of chat rooms on various topics.

To find a list of Usenet discussion groups, go to http://groups.google.com.  The groups are sorted by category, including general interest groups (alt.), groups about subject areas (biz. for business, humanities. for the fine arts, literature, and philosophy, and sci. for the sciences) and groups about current issues (talk.).  



	Using e-mail: Mailing Lists (Listserv)

	If you have a long-term research project, you may decide to join a mailing list where you can get all the group's messages sent to your e-mail address. 

There are organized mailing lists on almost any topic. You can join one of these e-mail conferences by merely sending a message to the organizer. Warning! you may get a flood of e-mail, so select your list carefully and cancel when you are no longer interested.

First select a list.  You can search a list of descriptions and addresses at CataList (http://www.soft.com/catalist.html). There are two types: moderated (where a person or committee selects which messages will be posted to the group) and unmoderated (where the computer sends all messages out to the group, regardless of content).

Some groups also sort messages by content (threads), so you can read only those messages that interest you.

· If your e-mail program doesn't subscribe you automatically, you'll need to print out and save the directions to subscribe and (most important) to unsubscribe. Listserv is the program which manages the subscription to mailing lists. 

· Note that there are always two addresses--one to subscribe or unsubscribe (the address with serv in it), and one to address messages to the group--usually the name of the group@its address. Don't confuse the two. Because computers dumbly process your e-mail message, it's equally useless to tell the whole group of subscribers to unsubscribe you as it is to give your remarks on an important topic to the computer that is composing the subscription list. 

Submit a request to subscribe by sending an e-mail message according to the directions: Usually, you leave the subject line blank. In the body, you give your real name and e-mail address and add the line "subscribe."

· If you can, specify a summary or digest form. (The directions will tell you if that is possible. Often you specify that after you are a subscriber.) The digest form means that you'll get summaries of the messages--an advantage when there are many responses each day, as there sometimes are. 

· When you're finished with your project, be sure to unsubscribe, sending the appropriate message as given in the initial directions--usually the same message as your first one with the substitution of the word "unsubscribe" for the word "subscribe," sent to the subscription address. 

	Using e-mail: Queries

	You may already have enough information to sift through, but often a direct question to a person can be the fastest way to get a good perspective on your topic. You might want to try a direct question to a known expert in the area of your research. To discover Internet addresses for the names of people you encountered in your research whom you'd like to interview, consult one of the Internet Directories (Some Interesting Sites for Research and Directories). Of course, many individuals don't answer "cold call" queries, but a respectful, carefully phrased, and intelligent question might yield a response.

	 General Advice for using newsgroups and mailing lists

	You may get answers to your questions by reviewing the FAQs (Frequently Asked Questions) or the archives (previous messages or postings sent). Be sure to read both for a few days before sending an e-mail query yourself. You'll invite negative responses if you ask a question that is redundant or inappropriate. Since some mailing lists are really scholarly conferences by e-mail, check carefully before attempting to participate. 

As you scroll through a list of messages in a newsgroup, you'll notice the importance of accurate wording for the subject line. A well-phrased subject line assures that the message will be read by people who are interested in that topic. Many people ignore messages with vague or emotional subject lines (such as "I need help!"). Give a concise indication of your message: "Request anecdotes on distance learning."
You will also notice that some people repeat the entire message they're responding to, since some e-mail programs make it easy to do so. It's preferable to quote briefly from the message you're responding to, using angle brackets on each line to indicate the quote > . Some e-mail programs do this automatically.
In addition, avoid sending non-substantial messages such as "I agree." Reply only when you can contribute to the conversation.

	Knowing When to Stop Your Search

	The problem most researchers encounter is in gauging how much time to allow for the search and for the research paper. One thing you can count on is that writing the paper almost always will take much longer than you expect. Since with computers you can write and research intermittently, add your thoughts as you assemble the notes from your electronic sources. Allow time for reflection--and for additional research time if you discover gaps in your information.

	Fair Use and the Copyright Law

	Provide the source for every idea or fact 

The material you find electronically was put there by someone, and you are legally and morally required to give appropriate credit for all quotations, for facts and data that are not commonly known, and for ideas.  You will notice on many Websites a line from the author granting permission to reproduce the material for personal use--but you still have to give that author credit. And in fact, you want the authority of the source as support for the quality of your research and the legitimacy of your conclusions. As with print sources, give as complete a description as you can, so the reader of your paper can consult your sources firsthand if desired.

Withstand the temptation to keep huge chunks of material that you found in their original form. It is tempting--particularly because it's already typed! Know that not only is the penalty for plagiarism severe (failure of the course or expulsion from college), it's also possible to be discovered, since your instructor has the same Internet access as you. Some instructors, in fact, are now requiring their students to print all their sources and submit them with their paper.

Be sure that your thoughts dominate the report. Your paper is your interpretation of what you have found--supported by the facts and opinions you cite. In other words, don't just string your findings together without reacting to the information; analyze and interpret the data, in a logical format, according to your sense of the most important points. Make certain that you place quotation marks around any phrases taken from another person's writing or speech, and tell where you got those phrases.

	Follow the correct format

	Consult a writing handbook or your teacher's guidelines for the general format of your report. The discipline within which you are writing determines the style. No matter which style you use, you will need to indicate in the body of your paper where you got each fact or idea; you will also need a list at the end of the paper of all the sources of information presented in your report. 

Here are your options:

The Modern Language Association (MLA) Style

· used for courses in English, foreign languages, film, and literature 

Follow the format of the examples exactly as given.

The American Psychological Association (APA) Style

· used for courses in the Natural Sciences and Social Sciences, such as Anthropology, Economics, Psychology, Sociology 

See the Publication Manual of the American Psychological Association, Fifth Edition (2001).  For help with citing electronic references in APA style, go to www.apastyle.org/elecref.html.  

The Classic Footnote (or Endnote) Style

· used for a general audience, art, communications, dance, history, journalism, music, political science, theater, and cross- disciplinary courses 

Follow the format of the examples exactly as given.

	Rationale for the Format

	The format for reporting electronic sources has been evolving--parallel to the popularity of the Internet and more particularly that of the World Wide Web for research. There are three features of electronic sources that will determine how you present them in your documentation: 

· Electronic sources are of two types--those that change (such as a Website or a regularly updated on-line resource) and those that do not (such as a computer program or a portable database stored on a CD-ROM). It is essential to provide the date of your access to a source that may have been subsequently updated. If you are uncertain about what kind of source you are using, give the date you viewed it. 

· Information on the Web can be reached by many different routes, and often the links provide significant context to the information. For example, you may be using the facts on toxic substances from a Website that you reached from a link at an especially interesting Website on the environment. The title of the environmental Website adds depth to your report. 

· Mailing lists use different addresses: the posting address (where the article first appeared) and the retrieval address (where the reader of your paper would have to go to read the article). You will need to list both. 

The most important guideline is that the reader of your paper should be able to find your source, or if it's a source that may have been modified (or deleted), that you identify the date of your reading.
Note that you may have found most of your sources of information electronically, but you probably read most of them in print. Printed sources will be presented according to the existing guidelines for your discipline. Unless told to do so, do not separate your sources by type (books, articles, e-mail, CD-ROMs, etc.).
The format described in the linked document below represents the consensus of the scholars publishing on the topic of documentation style as of April 2004. Some of the specifics have yet to be officially endorsed by the dominant organizations, but this format does not violate existing rules, merely adds to them. See References.


 

	Format for Citing Sources at the End of Your Paper—Works Cited, Bibliography, References

	(Note: you may either italicize or underline titles, as long as you use one format consistently throughout your paper. Indentations are five spaces. Your entire list should be double spaced, with no extra spaces between entries. If information is not available--for example, the name of the author, just list whatever information you have, in the order given below, without blank spaces.) 

Standalone Database or CD-ROM
Author(if given). "Title." [or the heading of the
          material you read] Title and publishing
          information of original in print, if known.
          Title of the database. Publication medium.
          Vendor (if relevant). Electronic publication
          date.
Kael, Pauline. "Pauline Kael Review: West
        Side Story. I Lost It at the Movies.
        Cinemania 96. CD-ROM. Microsoft. 1996.



Quittner, Joshua. "A Web of Uses for Spiders' Silk
        (Spiders' Silk for Soldiers?)." Newsday
        6 July 1991 sec. News:10. Newsday Index. CD-
        ROM. 1992.
"Safety Assured." Work Study. 42 (Sept.- Oct.
        1993): 29-30. ABI/Inform. CD-ROM. 1995.

Online Source or Website
Author or organization(if known). "Title of the
             article." Title of the complete work (if given)
     date of publication or last revision (if given)
            (date you viewed it) <address of the Website>. 
Harrison, Mick J. "Poisoning Ourselves with Toxic
        Incinerators." Sept. 1994 Top Censored
        Newstories of 1994! 25 Aug. 1995.
        (3 June 1996) <http://www/censored.sonoma.edu/
        ProjectCensored/>.  
Direct e-mail to you (not a discussion group)
Author.  “Subject Heading of Email.”  E-mail to the
         author [that's you] date.
   Young, Sally, PhD.  “Re:  College student needs your time.”  E-mail to the
       author. 13 May 1996.
Posting to a Discussion Group
Real name of author. "The
         subject line of the article." Online posting.  The date of the
         posting. Date you viewed it.  Address of the Web site.  
Warewolf.  “Re.  Neil Stephenson:  Great SF Writer?”  Online posting.  

          11 Aug.  2000.  Science Fiction and Fantasy Discussion Board.  4 Oct 2000  

           http://amazon.remarq.com/read/35132.  



	Citing Sources in the Body of your Paper

	All the documentation styles require that you indicate indebtedness to a source in the body of your paper while you are presenting information. However, you don't need to clutter the body of your paper up with Internet addresses. Just give the briefest reference you can, so that interested readers can turn to the end of your paper to find the source. When in doubt, use as your guide the format your discipline requires for an article in a scholarly journal. 

The Modern Language Association (MLA) Style
Parenthetical citations are used in the body of the paper to indicate the source, which is then listed at the end of the paper in the Works Cited list. However, parenthetical citations require page numbers, which electronic sources do not ordinarily have. So you will not need parenthetical citations for your electronic sources. Instead, as you present information, incorporate the author or organization smoothly into your sentence.
Jason P. Mitchell interprets Maggie and Big Daddy as
    "less sympathetic" and Brick as "more compelling"
    —based on Tennessee Williams's comments in an
    interview published in 1955.
The reader of your paper could then turn to the Works Cited where you would have listed the complete reference.
Mitchell, Jason P. "The Artist as Critic: A
    Reconsideration of Brick Pollitt." 23 May 1996
    <http://sunset.backbone.olemiss.edu/
    %7Ejmitchel/misphil.htm>.
The American Psychological Association (APA) Style
The APA style requires that the date be given after the author's name when a source is used. Therefore, in parentheses, give the date of original publication or the date you accessed the material if it could have been modified in the meantime.
California State University (1996) reports that "Online
     Distance Learning . . . promises to be a major force
     in the future of education."
Your References page will give this listing:
    California State University. (1996, 26 July).
        california distance learning project.  Retrieved April 8, 2004 from 
        http://www.uol.com/cig-
        shl/dbml.exe?Action=Query&Margin=
        /cftemplate/Partners.dbm&Margin_ID=27/29/96.

The Classic Footnote (or Endnote) Style
In this style, you also use raised numbers in the body of your paper, but the numbers refer to a specific note that gives the bibliographical information plus page number--or date with a source from the Internet. With this method, you often can omit a separate bibliography; check with your teacher.
Start numbering consecutively, beginning with the number one after the first presentation of research information. Use a different number for each presentation of information (regardless of whether the source is the same or different). In the body of your paper, it would look like this:

If Morning Ever Comes, Anne Tyler's first novel, was
   written when she was just twenty-two.2
Then, either at the foot of the page where you gave the information (for footnotes) or in a numerically ordered list at the end of the paper (for endnotes), you provide the source of the information for each corresponding number in your paper--like this:
                 2 Random House, "About the Author,"
    http://www.randomhouse.com/knopf/read/ladder/tyler.html; accessed

    15 June 1996.


 

