BASIC
SURVIVAL

for Finding &
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Includes How-To's for:
e CMC Consortium Online Catalog
(finding books, etc.)

e Magazines, Journals & Newspapers
e NC LIVE electronic databases
e Avoiding Plagiarism



Information Literacy

e  What is “Information” and why is it important?
e  What is “Information Literacy”?
e  What skills do you need to be “Information Literate”?
I. INFORMATION [in-fer-mey-shuh n] n. — knowledge acquired in any manner; facts; data; learning; lore...
information applies to facts that are gathered in any way, by reading, observation, hearsay, etc., and does
not necessarily connote validity (“Information,” def. 3).

INFORMATION is an essential part of the human experience. Whether using conscious focus or not, you are
always in the process of gathering information. Often you will use this information as you see fit to make individual
decisions and choices. On a collective level, the 21* century is considered “The Age of Information” because of the
marked increase in production, transmission, consumption, and reliance on information (“Information Age,” Readiness).

II. INFORMATION LITERACY - the capacity to recognize when you have a need for information and the ability to
identify, locate, access, evaluate, and effectively use the needed information.

Isothermal Community College has developed an Information Literacy General Education Competency Rubric
that specifies the skills and steps involved in this process. Please consult the end of your ACA book or the Isothermal
Community College webpage to view this document.

[Il. INFORMATION LITERACY SKILLS — The following skills are associated with information literacy:

e Awareness of an information need and the kinds of sources available

e Ability to perform basic computer tasks

e Understanding the ways in which information is organized and accessed

e C(ritical thinking skills: interpretation, analysis, evaluation, synthesizing information

e Awareness of intellectual property, author’s rights, plagiarism & its implications

e Patience and an open mind

According to the American Library Association Presidential Committee on Information Literacy, “Ultimately,

information literate people are those who have learned how to learn. They know how to learn because they know how
knowledge is organized, how to find information, and how to use information in such a way that others can learn from

them. They are people prepared for lifelong learning, because they can always find the information needed for any task
or decision at hand” (par.3).

Sources:

“Information.” Def. 3 & Syn.2 S 6 & (N&WNARI Dictionary of the American Language. College ed. 1968.

“Information Age.” Glossary of Terms. Readiness for the Networked World. Information Technology Group, Center for International
Development at Harvard University. 16 August 2007. <http://cyber.law.harvard.edu/readinessguide/glossary.html|>

American Library Association's Presidential Committee on Information Literacy. Presidential Committee on Information Literacy:
Final Report. 10 January 1989. 18 June 2009.
<http://www.ala.org/ala/mgrps/divs/acrl/publications/whitepapers/presidential.cfm>



Research Strategies

Steps in Searching for Information:

1.

7.

Identify topic — narrow your general topic into a research question, being as specific as possible
Brainstorm topic — identify keywords, synonyms, terminology, and concepts related to topic

Get overview of topic — gather background information using encyclopedias, dictionaries, Internet
Re-focus topic — concentrate on what interests you most about your topic, be specific but flexible
Search catalog, databases, Internet — locate and access books, articles, web pages, and other formats
Record citation information — plan ahead for your bibliography or works cited page and save time later

Evaluate sources — critically analyze information to determine if it supports or refutes your working thesis
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Spelling counts!
If one of your terms yields no results, try a synonym or similar term

Look for “Advanced Search” in databases and search engines: often, you can limit your results here before you even begin
searching (i.e., full-text articles only, certain date range, publication type, etc.)

Do the same search query in multiple databases or using a variety of Internet search engines
Try “Phrase Searching” (putting “quotation marks” around a string of terms or phrase in a search box)

Don’t assume you know what you want to find... look at your results and see what you might use in addition to what you’ve
thought of previously

Learn as you go and vary your approach with what you learn... be adaptable
Don’t get bogged down with a strategy that doesn’t work... reformat your angle and move on

Narrow and focus your topic as much as possible before beginning any actual searching... this will yield a more manageable
number of results

When evaluatingasourcS> 1 SSLJ Ay YAYRX

Credibility / Authority: who is the author? what are his/her credentials? who’s sponsoring this webpage?
Bias: is the information objective? are all sides of the issue represented? can you determine bias?
Audience: is the level of information appropriate for your needs? too general, too technical?

Accuracy: is there source documentation for information provided (i.e., works cited)? is there an explanation of research
methods? does the information provided contradict other sources?

Currency: was the information recently published? has it been revised or updated?

Relevance: does the information add to or support your research? are useful references provided? does it fit into the scope
of your paper or project?
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The CMC Library Consortium Online Catalog

The CMC Library Consortium is a cooperative organization of the libraries in Rutherford County and Polk County, North
Carolina. Members include Isothermal Community College Library; Rutherford County Public Library and its branches
(Haynes and Mountains); the municipal libraries of Rutherford County (Mooneyham, Norris, and Spindale), and the Polk
County Library and its branch (Saluda). The Consortium maintains an online union catalog of holdings of all member
libraries. The CMC Library Consortium Public Access Catalog home page offers three choices: Jump to a Specific Library's
Catalog; Search Using the Classic Catalog; or Search Using the AquaBrowser (a visual search technique). The catalog is
accessible from any Internet-connected computer at http://www.cmclibraries.org/default.htm.

Using the Original CMC Library Consortium Public Access Catalog

The CMC Catalog lets you search by author, title, subject, and notes indexes separately or in combination. Although
searching is a simple, straightforward process, understanding the elements of search and display features will help you
obtain reliable, consistent results.

Performing a Keyword Search

To perform a search, type your search term(s) in the box under "Search Using the Classic Catalog) and click Search or
press Enter. If there are too many items in the result list, you may want to narrow the search by placing limits on it. The
search screen at the bottom of every results page includes a number of limiting choices, as well as a search box in which
to type your search term. Note that:

e You may limit your search to only items which contain your search term in one or more categories (Titles,
Authors, Subjects, Notes, Publisher or Series) or choose to search all categories (Any Fields) by clicking the
appropriate checkboxes;

e You may choose to search only for items that begin with your search term, for any items that contain the term,
terms that closely match, stem from, or sound like the search term entered. (The begin with option searches
for the terms you enter at the beginning of a line and in the order they are typed. The contain option does not
care about word order or the position of the search term);

® You may choose to search the holdings of all libraries (“Search All Libraries”), or limit your search to one or more
libraries, by clicking the appropriate checkbox(es).

Click Search when you have set up the configuration you desire to search. A numbered results list then appears,
showing items that match your search query, the library in which they can be found, and the call number under which
they are filed. (Note that when multiple results are found for a search term, the type of search and the number of items
returned is displayed.)

Results List
To view the complete record of any item in the results list, click on it. At this screen you will find the Labeled Display,
which includes Author, Title, Imprint (publication info) and Subject headings fields for the item. Note that:

e Underlined text indicates links from this record to other information.

e Location, Collection, Call number, and Availability information is provided under Location Information. (For help
in locating an item with a Library of Congress (LC) call number, see Locating Books Organized by the Library of
Congress System.)

e Some items in result lists may indicate that they are available on NetLibrary, which is one of the database
vendors in NC LIVE. See the NC LIVE title page example for directions to access NetLibrary.

e  Your search window remains on the lower part of the page, ready to be used for another search. If you wish,
you may refine the search to produce fewer, more relevant results.
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Magazines, Journals & Newspapers at the College Library

The term periodical is used in the library to refer to magazines, professional journals and

newspapers, as these types of material are published in multiple issues in an ongoing manner
(Aperiodicallyo), although t hey Tameenagazhe whichf i ed wun
is published weekly; or The Daily Courier newspaper, which is published every day but

Monday). The library subscribes to a limited number of periodicals, and the full text articles of a

great many more are available electronically. Also, it is possible to obtain articles from

periodicals not available in the library or electronically by using Interlibrary Loan.

e What is the Isothermal Community College Library Periodicals Holdings list?
How do you use it?

The Isothermal Community College Library Periodicals Holdings list provides a record of

the |ibrarybés periodicals holdings, arranged in s
Subscription Newspapers; and, 3) Local Newspapers. In the Magazines and Journals section,

current subscription titles are listed alphabetically. A print copy of the Periodicals Holdings list

can be found on the index shelf in the Periodicals Reading Room; an electronic version is

available on the library website at http://www.isothermal.edu/library/phl.html.

e Where in the library are periodicals located?

Periodicals to which the library currently subscribes are arranged alphabetically by title around

the Periodicals Reading Room. The most recent issue of each title is displayed on the slanted

shelf, anduptotwoyear sé i ssues (sometimes more) are store
which lifts to provide access to back issues.

e How do I find articles on a subject?

You could browse through magazine issues on the shelf, but a better way to find articles on a
particular subject is to use databases in NC LIVE. NC LIVE is one of the best and most
frequently used electronic resources for research by students in North Carolina. The pages that
follow offer more information on NC LIVE and how to use it. TheRe a d e r sléto Reuadical
Literature is another good resource for locating articles in magazines.
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Isothermal Community College
Introduction to NC LIVE

What is NC LIVE?

NC LIVE is a collection of databases and selected websites made available by the state of North Carolina to all
its residents via the Internet. NC LIVE is available in public libraries as well as in college and university
libraries. The databases include reference materials such as encyclopedias, almanacs; worldwide library
catalogs; and the full text of books and many academically oriented magazines and journals.

How can | get to NC LIVE?

e Atlsothermal: NC LIVE can be accessed from Internet-connected terminals in the library and elsewhere
on campus, either via library webpage links or Internet browser links, or by entering the web address (URL)
www.nclive.org.

e At public libraries (no password necessary)

e At home or workplace: Off-campus access to NC LIVE can be gained by entering the web address
“www.nclive.org” and by using a password, which is available to current Isothermal students and staff
upon request at the college library's circulation desk or on the library webpage. Passwords are changed
by NC LIVE staff once a year in August. Password information will be postedonthe[ A 6 NI NE Qa b/
Information Page (linked from library home page).

How do | use NC LIVE to find information?

e Use EZ Search, found on the NC LIVE home page. Using this method, many of NC LIVE's databases may be
searched at the same time; however, not all databases included in the search may be useful for your topic;
and conversely, some databases that would be very useful for your topic may not be among those that are
searched.

e Select and search in a single database from Subject and Type lists, where databases are arranged by
subject area and by format.

e Search multiple databases owned by one vendor by clicking Browse Resources, then Vendor List.
(EBSCOhost is a popular choice for magazine and journal articles.)

e Search for a particular journal or magazine by clicking on "Use our journal and magazine search feature"
on the home page, located below the EZ Search feature.

A list of full text titles available via NC LIVE, and a list of full text books that can be found in netLibrary, are
downloadable at http://www.nclive.org/libnrsrc.phtmltitlelist (in Microsoft Excel and PDF formats). If your
computer does not have Microsoft Excel software, you may download an Excel viewer to look at these files.

What if | need help using NC LIVE?

At the NC LIVE home page, you can click on the Help tab on the far right of the heading. Here you will find
several sub-tabs. NC LIVE Support Information, the default screen, includes contact information for
assistance. The next tab links to a FAQ page. Introduction to Searching NC LIVE includes a Guided Tour in
several sections, one on how to use the primary NC LIVE search functions. Other resources under the Help tab
are: a Help Guides screen containing links to assistance for using individual databases, arranged by general
subject and vendor; and a Glossary. If you need further assistance, the library staff would be glad to help.

Revised 7-03; 1-04; 2-05; 6-06; 10-07; 6-08



NC LIVE is located at http://www.nclive.org. To complete the NC LIVE section in the Library Exercise, Part Il, please
proceed by clicking on each item in the order shown below. At the EBSCOhost site, select appropriate databases(s)
for researching your topic, click Continue, and perform a search. Choose an article and complete the NC LIVE item.

. NC Answers: anytime, anywhere.
. RS =SS =L S TN —
OO l] ve Home aAdvanced Search
= 0 rg Welcome | About NC LIVE | Library S Vendor
. » Alexander Street Press
Browse by Subject , .
] : . | » Britannica _ :
» Business & Investing NC LIVE provid e nts with access to
» gducatilon & Psychology high quality infor | » Chadwyck-Healey gazine,
» Lbenera ] i
: newspaper, anc orical materials,
» History & Genealogy . | » CQ Press .
S maps, and muc! | ¥ =————== | cs.
» Literature & Art » EBSCO Novelist
» Medical & Health
» North Caralina 3 < » EBSCOhos!
Browse by Type 3ar_ch|
» E-Books & Audiobooks » oreenwood
» Encyclopedias » HeritageQuest
» Images & Maps .
» Kids » Need a specil | » infolUSA
» Magazines & Journals 4
» Newspapers » Need a specif |” LearningExpress search feature.
» Primary Source Documents ;
» Test Preparation _ » Morningstar
» Tools for Readers » What is EZ S :
» NetLibrany
For New Users » NewsBank
: Conditions of Us : nal Cornmmunity College
» Frequently Asked Questions Accessibility Inf | » OCLC FirstSearch
» Help Guides
» Live online help via NCknows » QOCLCRLG



http://www.nclive.org/

Isothermal Community College Library
Avoiding Plagiarism

(See the Glossary on the back of this page for more information on underlined words.)

To plagiarize is to use someone else’s idea, creation or information without giving proper credit to the
originator. Some examples:

/| 2YaARSNBR 5StAO0SNIGS tfFIAFNRAY XXX XXXX X

Copying/pasting from a source Using too many of the same words
into a paper or project without credit of the source in a paraphrase

Using someone’s chart

or drawing without credit
Turning in a paper written by someone Expanding on an idea from another
else or used in another class source without giving credit

Failing to put quotation marks
around a direct quote

Consequences of Plagiarism -- Whether deliberate or accidental, plagiarism is unethical and is taken very
seriously in colleges and universities. Depending on circumstances, consequences could be:

X failing an assignment

X failing a course

X being expelled from a college or university

X being sued by a person whose work you have plagiarized

See the Student Code of Conduct, Section Ill. A: Academic Dishonesty and Section VI: Sanctions, as published in the
Student Handbook, for information on Isothermal Community College’s policies.

Avoid plagiarism when preparing a paper, report, or project by citing (giving proper credit to) the original source
of an idea or information. When conducting research, make sure that you carefully record or capture all needed
information for every source you use, and that all quotations are accurate. Make a note of the date you use
electronic sources (databases and Internet) for use in your citations.

Documenting sources requires that you know what information you need to use from the original source, and
specifically how to put it together into a citation. There are different styles (standard forms for documenting
sources) used for writing in various disciplines. (See Glossary for more information.)

Basic guidelines for documenting sources correctly in your paper:

All paraphrases must be in your own words and include citations
e Direct quotes less than 4 lines (MLA) or less than 40 words (APA) must be enclosed in quotation marks

Direct quotes which are 4 lines or more must be indented ten spaces (one inch) in MLA style or five to
seven spaces (1/2 inch) in APA style, with quotation marks omitted

Introduce borrowed information by giving the author’s name, and follow it by giving an in-text citation
that includes the page number where the original passage is found

Include a list of works cited at the back of your paper

Source consulted for writing handout: Avoiding Plagiarism. OWL at Purdue University and Purdue University. 1995-2004. 4
Aug. 2004 <http://owl.english.purdue.edu/handouts/print/research/r_plagiar.html>.




Glossary

Citation/Cite — A citation is a reference to a supporting source used for a paper or project. A citation includes
sufficient information to specifically identify and locate that source. To cite is to refer to a source in order to give
credit to the originator of the information or idea.

Document(ing)/Documentation — To document is to support with references or citations using a standard style,
such as MLA or APA.

Paraphrase — To paraphrase is to reword a text or passage from an original source; putting the information into
one’s own words. You must cite your source when you paraphrase.

Plagiarize/Plagiarism — To plagiarize is to use and pass off the ideas or writings of another as one's own. Copy and
paste is easy but never ethical unless properly cited. Plagiarism is the act of plagiarizing.

Quotation/Quote — A quotation is a direct reference to the text of another work, using the exact wording of that
source. To quote someone is to repeat that person’s exact words, either written or spoken.

Source — A point of origin of information or ideas. Sources may include, but are not limited to, books or articles
(in print or electronic format); charts or drawings; films or videos; websites; people.

Style — “A customary manner of presenting printed material, including usage, punctuation, spelling, typography,
and arrangement.” * Styles for writing papers include: Modern Language Association (MLA), American
Psychological Association (APA), Chicago/Turabian, American Political Science Association (APSA), and Council of
Biology Editors (CBE). Examples of styles employed at Isothermal Community College include MLA, used in English
courses, and APA, used in the Nursing program. Formats for creating citations using the styles most often used at
Isothermal, and examples of each, can be found on the Library website at
http://www.isothermal.edu/library/docres.htm#CITE.

! American Heritage eReference Dictionary. 2004. 4 Aug., 2004 http://www.yourdictionary.com.

More information
Other excellent information on plagiarism may be found at:

The Writing Center, University of Wisconsin-Madison
http://www.wisc.edu/writetest/Handbook/QPA plagiarism.html

Purdue University Online Writing Lab (OWL)
http://owl.english.purdue.edu/handouts/print/research/r plagiar.html

Writing Tutorial Services, Indiana University, Bloomington, IN
http://www.indiana.edu/~wts/pamphlets/plagiarism.shtml
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