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CCOL means Cambridge College Online Library

The CCOL HOME page is the opening page of the Cambridge College Online Library.

Key to type faces used in this handbook:
All links and buttons, including database names, are in Arial Italic
Handout, book, and journal titles are in Times New Roman

Titles of pages are in Arial Regular in quotation marks as in “Choose Databases” page (except for CCOL
HOME page which is not in quotation marks.)

Sections of the “Instructional Handouts” page (also known as “Subject Area Handouts” and “Cambridge
Research Resources” page) are in quotation marks, as in “Traditional Library Skills.”

Indicates instructions to be followed in sequence
Indicates items in a list
All handouts referred to can be found by:

From the CCOL HOME page, click Instructions & Help, then click Instructional Handouts
The page can also be accessed by going to http://www.cambridgecollege.edu/library/research.cfm

Please bear in mind that webpages are changed often and
without notice, which can make the information in t his handbook
incorrect. The most updated versions of this inform ation can be
found on the “Instructional Handouts” page

From the CCOL HOME page, click Instructions & Help, then click Instructional Handouts
The page can also be accessed by going to http://www.cambridgecollege.edu/library/research.cfm

Cambridge College hopes you find this handbook usef ul.

Please send feedback to maida.tichen@cambridgecoll  ege.edu
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What does the Cambridge College Online Library look like?

Here’s a quick tour. When you first enter, you see the CCOL HOME page

¢ Cambridge

= Cambridge College Online Library (CCOL
=’ College - 4 2 O

Find It Fast Dissertations Database Training Webinar
I @ 2009-07-22 13:49:00.000-07:00
v 120 free PDF books, mostly in management
and science; on Facebook
2009-07-23 09:35:00.000-07:00
Refworks instructional webinars in English,
Spanish and French

= How to Use Cambridge College = 2009-07-07 12:55;00.000-07:00
Online Library Handbook .
- hnical S = Give Your Opinion

Use EBSCOHost Find It Fast for a quick, easy search of all our databases, pro  viding hundreds of
thousands of articles and more than 43,000 books. EBSCOHost Find It Fast results look like this:

New Search | Subjects Publications : Sign In to My EBSCOhost New Features?

Searching: Academic Search Premier, Show all | Choose Databases » CAMBRIDGE COLLEGE

infarmation literacy in | Select a Field (optional) v| @ m @
in | Select a Field (optional) v|

| and - in | Select a Field (optional) v| Add Row

m

Basic Search | Advanced Search | Visual Search | b Search HistoryfAlerts | Preferences »

— s

Results: 1-20 of 180 Details = Sort by: iRe|evance - | | Add (1-20)
R e i L Page:1 2 3 4 5 Hext Filter by Publication Date:
IMNFORMATION lite:
ey [l Results for: information literacy  « Options set alert { Save | Share = 1976 2009
L

IRELIR AR, sebrice @ Search Mode: BooleanPhrase e B¢
LITERACY . . o T Forna]

1. information lteracy: 20 years later, &= | 1976] | 2009 |
BOOKS — Reviews The article discusses the evolution of school media programs in the U.S. from the publication . — S—
— 1|::»rfethe first information literacy model in 1988 to 2008. A shift in media literacy curricula from m
INFORMATION technology By: Loertscher, David. Tescher Librarian, Jun2008, Vol. 35 Issue 5, p42-43, 2p; (AN IF2753574) o Seardh Options. ¥ Opticns:set

MiGEEcE o Database: Academic Search Premier
dAdd to folder | Relevancy: S

Subject: Major Heading

HTML Full Text

[ Mutti-disciplinary, full-text
; Fina it in L5 WorldCat | = o
Subject ldeifidichdil 5 L .| check library holdings in vour area etk GalaisE Tue

students, faculty

Publication ) N g —:- Academic Search Premier =
2. Information literacy: a representative sampling of respurce types. ==
Company Computers in Libraries, 2008 MNov-Dec; 28 (10): 28-32 (journal article) ISSM: 1041-7915 [] Comprehensive fulbtext
% CIMAHL AMN: 2010100070 scholarly business ﬂataba’%e
ge " o =
Database: CIMAHL with Full Text SUsioe s o e
> Gender _AAdd to folder | Relevancy: Eommmms [¥] General resource
> Publication Type = HTML Full Text "7 PDE Full Text CINAHL with Full Test =
in U . .
Geoaraphy s '"‘L—'}\w’"dc’“-l Check library holdings in yvour area Bissariations Databass (0)
S Dissertations and Theses—A&|
ustry = =]
3. INFORMATION LITERACY. =1
The authors propose that information literacy initiatives must be a shared concern of faculty Full Text Business Database
and librarians. This position is reinforced by accreditation standards that view information (0}
literacy... ebrary =
By: Mackey, Thomas P.; Jacobscon, Trudi E.. College Teaching, Fall2005, vol. 53 Issue 4,
pl40-144, 5p; (AN I872IT7E) [#] Definitive enline education

) research resource
Database: Academic Search Premier Education Research Complete

_ladd to folder | Relevancy: : Cited References: {7} =] =




Full-text articles are just a few clicks away. Camb  ridge College Online Library has full-text articles
from thousands of recent scholarly journals in all fields. You can save or print all or part of the
article.

More than 43,000+recent, academic full-text books a  re also just a few clicks away, in our Ebrary
Electronic Books collection. Books are in all subject areas, and e  ven include books on how to
research and write research papers.



You can highlight the book and take notes right on the page, which are saved automatically with
the bibliographic info you will need. You can easil y go back to see them!

If you need help with research, just click  Ask A Librarian for live chat help 24/7/365. The librarian
can even put pages on your screen. After the chat, you can receive an emailed transcript of the
entire chat, including all the links.



Glossary of words to help you learn to use CCOL

Knowing these terms will make it easier to learn the CCOL and use all our library services and resources.

If you see a word in this handbook you don’t know, look for it here.

For more detailed definitions of most of these words, go to http://lu.com/odlis/odlis_d.cfm or
http://www.wikipedia.org/

Is there a word missing from this list? Please send it to maida.tilchen@cambridgecollege.edu so it can be

added.

Abstract

Brief summary of the main points of an article, book or other source of
information.

academic
library

A library that is part of a college or university, primarily for the use of that
institution’s students, faculty, and related staff. Some academic libraries
allow public access to their holdings. Some allow borrowing privileges to be
purchased by non-affiliated members of the public. Other academic
libraries are not open to the public. Check the website of any library to see
their access and circulation policies.

Academic
Search
Premier

This database in EBSCOHost Find It Fast provides full-text for many of the
results from other databases, so please make sure it is always
checkmarked on the “Choose Databases” page.

annotated
bibliography

A list of sources for a research project which includes an explanation of
how each item relates to the research. Instructions for one way of doing
this is at

http://www.library.cornell.edu/olinuris/ref/research/skill28.htm

Be sure to follow APA style.

APA Style

A style for providing the format and bibliographic information for a research
paper that is set by the American Psychological Association. Cambridge
College requires that you use APA style unless your instructor says
otherwise. See the 2009 Publication Manual of the American Psychological
Associatiorfor APA style instructions. Or from the CCOL HOME page, click
Instructions & Help, then click Instructional Handouts, then scroll to the
links on APA instructions.

NOTE: There are tools in Word 2007, EBSCOHost Find It Fast, and Ebrary
Electronic Books to help build citations in APA style, but they are not
correct. For example, only the first word of a title should be capitalized in
APA style. If you use these tools, please make sure you have revised the
results for correct APA style.

Ask A
Librarian

Live, 24/7/365 online chat help from a qualified reference librarian. From
the CCOL HOME page, click Instructions & Help, then click Ask A
Librarian.

Bibliography

Bibliographic information provides the author, date, title, and other
publication information about a source. In APA style, a bibliography cites
works for further reading. APA style does not require a bibliography. APA
style does require a References page, which only lists those items
specifically cited in the paper. Please make sure your instructor clarifies if
a bibliography is required in addition to the References page.




Cambridge

A web page in the CCOL and on the public Cambridge College site which

Research contains links to all the library instructional materials.

Resources

(also known From the CCOL HOME page, click Instructions & Help, then click

as Instructional Handouts.

“Instructional

Help” and The page can also be accessed by going to

“Subject Area http://www.cambridgecollege.edu/library/research.cfm

Handouts”)

CCOL An acronym for Cambridge College Online Library

CCOL HOME The opening page of CCOL, which provides the EBSCOHost Find It Fast

page search box and main menu. It is pictured on the cover of this handbook.
On most CCOL pages, look on the upper right for the “Go To CCOL HOME
page” tab to get back to the CCOL HOME page.

“Choose The page in EBSCOHost Find It Fast that lets you checkmark the

Databases” databases you wish to search. A EBSCOHost Find It Fast search will skip

page this page and go right to results. See the section in this handbook on using
EBSCOHost Find It Fast to see how to get to the “Choose Databases”
page.

citation A written way of providing bibliographic information about the source of a

in-text cite guote, paraphrase, or fact in a research paper. In APA style, a “citation” is
what each item on the References page is called. An “in-text cite” is a
notation in the sentence where the source is used.

citation-only A search result that does not provide full-text, but does provide

result bibliographic information so that the full-text can be located online or in
print.

database An organized, searchable collection of information. CCOL databases
include full-text journal and other periodical articles, documents, and books
as well as millions of citation-only results.

Ebrary Database of 43,000+ full-text recent academic books in CCOL. Itis

Electronic included in EBSCOHost Find It Fast or click to it from the CCOL HOME

Books page in the Direct to Databases link.

Ebrary Unity To use all the features of Ebrary Electronic Books, including saving your

Reader notes, highlighting texts, and having books read aloud, you must install this
software. Please see the instructions in this handbook for Ebrary Electronic
Books.

EBSCOHost EBSCO is a company that provides access to many databases in one

Find it Fast place, called EBSCOHost Find It Fast. Search it from the CCOL HOME
page or from the Direct to Databases page. Also called EBSCOHost
Integrated Search in the EBSCOHost tutorials.

EBSCOHost This is another name for EBSCOHost Find It Fast. It is called this in the

Integrated tutorials provided by EBSCOHost.

Search

education An academic library that specializes in materials on education, such as

library Gutman Library at Harvard Graduate School of Education. Education

libraries also include materials on counseling and psychology related to
education. A specialized library will not have materials in other subject
areas, nor can reference librarians be expected to help with other subject
areas.




E-global
Library

E-global Library is the company that provides and maintains the online
website for Cambridge College Online Library. They provide technical
support for our site. E-global is a subdivision of Jones Knowledge and is in
Denver, CO. For more info see http://www.e-globallibrary.com/index.jsp

ERIC

Education Resources Information Center (ERIC) is a huge database for
education research, indexing journal articles and other literature from 1966.
It includes more than 300,000 full-text documents. CCOL includes ERIC in
EBSCOHost Find It Fast. When using ERIC in EBSCOHost Find It Fast, be
sure to checkmark all other relevant full-text databases so you can get
maximum full-text. ERIC can also be searched online at
http://www.eric.ed.gov/ but this will not link to full-text in CCOL databases,
so you will not get full-text journal article results. However,
http://www.eric.ed.gov/ leads to additional ERIC resources not in CCOL.

ERIC Digests

Overviews of popular research topics in education, often including literature
reviews and bibliographies, useful for starting research. ERIC Digests are
available online by checkmarking ERIC within EBSCOHost Find It Fast or
at http://www:.ericdigests.org/

ERIC
documents

ED results

More than 100,000 full-text non-journal items including curriculum guides,
instructional materials, research reports, opinion papers, conference
proceedings, project/program descriptions, bibliographies, tests,
measurement instruments, and information on current ‘hot topics’ in
education. Most ERIC documents starting 1993 are online in full-text. An
ERIC result with a code number of ED plus six digits indicates an ERIC
document, such as ED600302.

ERIC Documents are available online through the CCOL by checkmarking
ERIC within EBSCOHost Find It Fast or at http://www.eric.ed.gov/ For pre-
1993 ERIC documents, go to an ERIC repository library such as Gutman
Library. For more info go to http://www.eric.ed.gov/

ERIC journals

EJ results

ERIC searches more than a million citations including hundreds of
thousands of journal articles in 650 education-related journals. In an ERIC
result, an ERIC Journal result is indicated by a code number of EJ + six
digits, such as EJ971421. ERIC journal articles are most likely to be
available in full-text online by checkmarking ERIC within EBSCOHost Find
It Fast and checkmarking all other possible databases. Searching
http://www.eric.ed.gov/ will not provide full-text for ERIC journal articles.

Find It Fast

Same as EBSCOHost Find It Fast and EBSCOHost Integrated Search. It
provides access to many databases in one place.

full-text result

The entire contents of an article, book or document. Results are usually in
HTML or PDF file format.

HTML full-text
result

HTML is a computer language used to create documents available on the
web. An HTML full-text result can easily be copied and pasted into Word
and often has links to each section. HTML files usually do not resemble the
original visual appearance of the document. They do not include photos or
other visuals such as some charts and tables.

ILP Handbook

The manual of instructions for completing the Cambridge College
Independent Learning Project for M.Ed. The most recent version can be
found: from the CCOL HOME page, click Instructions & Help, then click
Instructional Handouts and scroll to near the bottom of the page.

in-text cite

In APA style, this is the information given right in the sentence in the paper.
It gives the author and date (or sometimes title and date) of the source of
information in the sentence. Itis in parentheses like this: (Twain, 1891)

10



Library News
Blog

Visible on the right side of the CCOL HOME page, see the latest updates
about technical problems and new features in CCOL. If something isn’t
working, the Library News Blog may tell you when it is expected to be fixed.
It can also be accessed at
http://www.cambridgecollege.edul/library/research.cfm

online library

An online website providing convenient access to digitized journal articles,
books, documents, live reference help, reference books, and other
materials online, such as Cambridge College Online Library.

paraphrase

Using your own words to summarize what you read. Paraphrases must be
cited in APA style, using an in-text cite. To do otherwise might be
plagiarism.

PDF full-text

PDF is a file format used to provide documents online that can be easily
read by most computers with freely downloadable Adobe Reader software.
PDF files are an exact photo of the original document and include photos
and all other visuals such as charts and tables. Some PDF files can be
copied and pasted using the Text Select tool in Adobe 6.0 and higher
versions. The publisher of each article decides if it will be possible to copy
and paste.

plagiarism

Copying someone else’s words, paraphrases, ideas, or facts without citing
correctly in APA style (or other documentation method.) Doing so is
considered unethical as well as a violation of Cambridge College policy
(see elsewhere in this handbook). If you have any doubt as to where the
content originated: cite it!

Proquest
Dissertations
and Theses
Abstracts

Proquest is the name of the company that supplies our Dissertations and
Theses Abstracts database. This database has abstracts of all US
dissertations since 1861. For more information, see the “What journals,
documents, and books are in the CCOL?” section of this How to Use CCOL
Handbook.

guotation

The exact words and punctuation, including any mistakes, copied from an
original source. See APA style instructions for the rules for correctly
punctuating and citing. Every quotation must have an in-text cite.

Refworks

An online software tool that saves the bibliographic information from any
article, document, or book you view in CCOL, then generates it as an APA-
style citation for your References page and other bibliographies. It has
many other features, including other citation styles. Refworks has excellent
online tutorials and support. From the CCOL HOME page click Research
Tools, then click Refworks — Create Citations!

reference
librarian

Librarians who specialize in helping people do research. They use a
structured conversation called a “reference interview” to determine what
content and level of research is needed. See also the section How to Ask
Questions of a Reference Librari@nthis How to Use CCOL Handbook.

research
library

A traditional library with extensive materials in one or many topic areas.
The Boston Public Library is a research library, although most research
libraries are academic libraries, not public libraries.

11



Research Research Starters are study and research guides designed specifically for

Starters in advanced high school students, college students and selected graduate
EBSCOHOST students. They consist of comprehensive, yet concise topic summary
FIND IT FAST articles of about 3,000 words in length written by researchers, scholars and

other subject matter experts. Research Starters in Business and Education
are included in EBSCOHost Find It Fast and can be found on the
EBSCOHost Find It Fast “Choose Databases” page.

scientific A method of research using reason to investigate observable, empirical,

method and measurable evidence. For more info see
http://en.wikipedia.org/wiki/Scientific_method

search engine Software that searches for information online. In addition to EBSCOHost
Find It Fast, each database in CCOL has a search engine.

search term The word or words that are put in the search box to cause the search

engine to search. For help, see the section “How Do | Search Effectively?”
in this How to Use CCOL Handbook.

traditional A brick-and-mortar library with print books and articles as well as other
library media.

Wilson Select A database supplying full-text for 2393 academic periodicals. It is included
Plus in EBSCOHost Find It Fast, can be selected on the EBSCOHost Find It

Fast “Choose Databases” page, and can be accessed directly from the
CCOL HOME page from the Direct to Databases link.

WorldCat A database of all the online catalogs of all the libraries in the US, PR, and
more. If you need to find out which local library near you has a book or
journal: from the CCOL HOME page, click Direct to Databases and then
click WorldCat — Check library holdings in your area. There is also a
convenient link to WorldCat from almost all EBSCOHost Find It Fast
results.

How to get into the Cambridge College Online Librar vy

To enter the CCOL, you must have MyCC access. (See  below if you don’t have MYCC access.)
Log into your MyCC portal homepage
Click the Academics tab
Click Library
This should take you directly to the CCOL HOME page

If you do not have MyCC access, but you are a registered special student or if you have stopped out
temporarily while finishing incomplete work, contact the Registrar to get MyCC access. If the Registrar
can’t give you MyCC access, contact maida.tilchen@cambridgecollege.edu for further information.

Faculty or staff who do not have MyCC access should contact maida.tilchen@cambridgecollege.edu

If you cannot get into CCOL or the MyCC Portal: Cal | Cambridge
College Technical Support

If you cannot get into CCOL or the MyCC portal,  please contact Cambridge College Technical Support
at 1-800-877-4723 x1159 or (617) 873-0159. Further info is at http://www.cambridgecollege.edul/it/
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How to get Technical Support when you are in CCOL
Is this a technical problem or a research problem?

A technical problem might be
The databases are not opening
Links in the CCOL are not working
Pages in CCOL are not appearing correctly
You keep getting timed out of CCOL or a database that you were actively clicking within in the
last fifteen minutes

To see if the technical problem is a system-wide issue that is being fixed, look for the problem in the
Library News Blog on the CCOL HOME page.

For technical problems with CCOL only,  please contact E-global Technical Support at 1-888-
533-4357 or help@e-globallibrary.com They are available 10am — 7 pm ET, Monday-Friday only.

A research problem might be
What search term should | use to find experiments on self-esteem?
Where can | find full-text of the Journal of Counseling and Developntent
How do | use the Ebrary Electronic Books?

For research problems

In this How to Use CCOL Handboglkee the section “Using the Cambridge College Online
Library” for instructions for using databases and other features of CCOL

From CCOL HOME page, click Research Starters By Subject for links to online handouts

From CCOL HOME page, click Instructions & Help, then click Ask A Librarian

See an Academic Support Center writing tutor, if available at your campus site

Ask your seminar advisor

Ask a reference librarian at a traditional library, but do not expect them to show you how to use
CCOL.

If you are in Cambridge College Online Library, but it isn’t working

correctly, such as
Links in the CCOL are not working
Pages in CCOL are not appearing correctly
You keep getting timed out of CCOL or a database that you have clicked within the last fifteen
minutes
You cannot connect to the Ask A Librarian or ebrary Electronic Books
Databases will not open

For technical problems with CCOL only,  please contact E-global Technical Support at 1-888-533-4357
or help@e-globallibrary.com They are available 10am — 7 pm ET, Monday-Friday only. For further info
click Technical Support on the CCOL HOME page.

If you get timed out by CCOL or a database and you  are asked for

username/password
If you are inactive for more than fifteen minutes, you may get a screen that asks you to log in with
username/password. Sorry, this is something we can’t change and it keeps the sites from going too slowly
because of too many inactive users. If this happens, you will need to start again:
This might work: Go back to the CCOL HOME page, click to Direct to Databases and open the
database again



If that doesn’t work, you may have to go back to MyCC and log into CCOL as you normally do, then
enter the database again. There are no username/passwords that will work, you must log in to CCOL

again.

What if E-global Technical Support doesn’t respond

For complaints or comments, contact maida.tilchen@cambridgecollege.edu

in a timely way?

Please note: Maida cannot provide technical support, but she will contact our account representative at

e-global.

What journals, books, and documents are in the CCOL

Descriptions of our journal, book, and other databa

NOTE: All databases can be accessed by clicking

page.

Ses

EBSCOHost Find It Fast on the CCOL HOME

NOTE: Although all the databases are updated regularly for citations, some publishers do not make the
full-text available when a new journal issue is published, so that they can encourage print subscriptions.
Some will delay the online full-text for as long as one year. Other databases, such as newspaper

databases, are updated daily. To see the most recent issues, check the journal’s website which

sometimes have the current issue in full-text, or use WorldCat to see which local library has the print

14

edition.
Information supplied by database vendors as of Apri | 16, 2009):
Database Description Total Total
Indexed Full-Text
Academic Academic Search Premier is the world’s largest scholarly, | 8144 4500
Search Premier | multi-disciplinary full text database containing full text for | journals Journals
nearly 4,500 journals, including more than 3,600 peer-
reviewed titles. Also offers indexing and abstracts for all
8,144 journals in nearly every area of academic study.
Business This is the industry's most used business research 2300 2300
Source Premier | database, providing the full text for more than 2,300 journals Journals
serials, including 1,100 peer-reviewed. Coverage includes
virtually all subject areas related to business.
CINAHL with CINAHL with Full Text is the world's most comprehensive | 630 630
Full-text source of full text for nursing & allied health journals, journals Journals
providing full text for more than 600 journals indexed in
CINAHL.
Ebrary Ebrary Academic Complete is a highly interactive eBook 43,446 books | 43,446 books
Electronic database from ebrary® that covers all academic subject
Books areas. The collection currently includes more than 43,000

titles from more than 220 of the world’s leading academic,
STM, and professional publishers. It also features a
growing collection of premium titles, reference works, and
digital maps unavailable in any of the individual subject
databases.
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Database

Description

Total
Indexed

Total
Full-Text

Education
Research
Complete

Education Research Complete is the definitive online
resource for education research. Topics covered include
all levels of education. Provides indexing and abstracts
for more than 3,000 journals, as well as full text for more
than 2,000 journals, 500 books and monographs, and
numerous education-related conference papers.

3000
journals

2000
journals

500
Books

ERIC

Educational Resource Information Center provides full-
text of 317,000+ ERIC documents; more than 2,200 full-
text ERIC digests; and citations from over 1000
educational and education-related journals

1,300,000
records

317,000
documents

GreenFILE

GreenFILE offers well-researched information covering all
aspects of human impact to the environment. Its
collection of scholarly, government and general-interest
titles includes content on global warming, green building,
pollution, sustainable agriculture, renewable energy,
recycling, and more. The database provides indexing and
abstracts for more than 384,000 records, as well as Open
Access full text for more than 4,700 records.

384,000
records

4,700
records.

Health Source:

Nursing
Academic
Edition

Health Source: Nursing/Academic Edition provides nearly
550 scholarly full text journals focusing on many medical
disciplines. Also featured are abstracts and indexing for
nearly 850 journals. In addition, this database includes
Lexi-PAL Drug Guide, which covers 1,300 generic drug
patient education sheets with more than 4,700 brand
names.

850
journals

550
Journals

Humanities
International
Complete

Humanities International Complete provides full text of
890 journals, plus books and other published sources
from around the world. This database includes all data
from Humanities International Index (more than 2,100
journals and 2.47 million records) plus unique full text
content, much of which is not found in other databases.

2100
journals

890
Journals

Lexi-PALS
Drug Guide

The Lexi-PALS Drug Guide is a database of Patient
Advisory Leaflets from Lexi-Comp that provides vital
education on medications for patients. The approach for
each pamphlet is to present each medication in an easy
to follow and understand question-and-answer format.
The database consists of over 1,450 medication and
natural product leaflets, with an additional 600 Spanish
language leaflets representing the most subscribed and
commonly used medications.

1450 leaflets

LISTA

Library, Information Science & Technology
Abstracts,(LISTA) indexes more than 500 core journals,
more than 50 priority journals, and 125 selective journals;
plus books, research reports and proceedings.

500
Journals

MEDLINE with
Full-text

MEDLINE with Full Text is the world’s most
comprehensive source of full text for medical journals,
providing full text for more than 1,470 journals indexed in
MEDLINE. MEDLINE with Full Text is the definitive
research tool for medical literature.

1470
journals

1470
Journals
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Database Description Total Total
Indexed Full-Text
Mental Mental Measurements Yearbook, provides a 2000 test
Measurements | comprehensive guide to over 2,000 contemporary testing | instrument
Yearbook instruments. Contains information essential for a guides
complete evaluation of test products within such diverse
areas as psychology, education, business, and
leadership. Allows users to make knowledgeable
judgments and informed selection decisions about the
increasingly complex world of testing. MMY provides
coverage from Volume 9 to the present.
The National The National Criminal Justice Reference Service 190,000 12
Criminal Justice | Abstracts covers the fields of law enforcement and publications journals -
Reference criminal justice. Contains summaries of more than core content
Service 190,000 publications including books, government
Abstracts reports, research reports, and unpublished research, plus 189
content from 189 journals, including 12 with core Journals -
coverage, 1970 to the present. Selected
content
Newspaper Newspaper Source provides cover-to-cover full text for 35 | 375 35
Source national (U.S.) & international newspapers, including The | Newspapers newspapers
Christian Science Monitor, USA Today, The Washington
Post, The Washington Times, The Times (London), 375
Toronto Star, etc. Full text television & radio news Newspapers
transcripts are provided from CBS News, CNN, CNN — selected
International, FOX News, NPR, etc. content
transcripts
Proquest Catalogs over 2 million doctoral dissertations and 2,000,000

Dissertations &

Theses
Abstracts

master's theses, from 1861. Thousands more added
yearly. This database is abstracts only.

dissertations

PsycArticles

PsycARTICLES, from the American Psychological
Association (APA), is a definitive source of full-text, peer-
reviewed scholarly and scientific articles in psychology.
Contains more than 137,000 articles from 66 journals - 50
published by the APA, and its imprint the Educational
Publishing Foundation (EPF), and from allied
organizations including the Canadian Psychology
Association and Hogrefe Publishing Group.

66

66

PsycBooks

PsycBOOKS is a full-text database of books and chapters
in the American Psychological Association's array of
guality electronic databases.

Full text in PDF of 1,682 scholarly books and 25,899
chapters

767 books published by APA, including 100 out-of-print
books from 1950-2002

915 classic resources in psychology

Encyclopedia of Psychology; more than 1,500 entries

1682 books

1682 books
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Database

Description

Total
Indexed

Total
Full-Text

PsycExtra

PsycEXTRA, a gray literature database, is a companion
to the scholarly PsycINFO database. Most of the content
was written for professionals and disseminated outside of
peer-reviewed journals. PSsycEXTRA includes abstracts
and citations plus full text for a major portion of the
records. There is no coverage overlap with PsycINFO.

More than 150,000 records
Full text for more than 70%
30,000+ records added yearly

150,000
records

105,000
full-text
records

Psycinfo

PsycINFO is an abstract database that provides
systematic coverage of the psychological literature from
the 1800s to the present. (The database also includes
records from the 1600s and 1700s.)

More than 2.6 million records as of March 2009
More than 2,450 titles covered
99% are peer reviewed journals

2450 journals
and books

Regional
Business News

Regional Business News incorporates 80 business
journals, newspapers and newswires covering all
metropolitan and rural areas within the United States.

80
periodicals

80
Periodicals

Research
Starters —
Business

Research Starters - Business are study and research
guides designed specifically for advanced high school
students, college students and selected graduate
students. They consist of comprehensive, yet concise
topic summary articles of about 3,000 words in length
written by researchers, scholars and other subject matter
experts. These articles are designed to be starting points
for students, designed to be starting points for students,
providing them with topic overviews, definitions of
relevant terms and concepts, detailed bibliographies, and
importantly, links to top articles from the relevant
EBSCOHost Find It Fast database(s).

Research
Starters —
Education

Research Starters - Education are study and research
guides designed specifically for advanced high school
students, college students and selected graduate
students. They consist of comprehensive, yet concise
topic summary articles of about 3,000 words in length
written by researchers, scholars and other subject matter
experts, designed to be starting points for students,
providing them with topic overviews, definitions of
relevant terms and concepts, detailed bibliographies, and
importantly, links to top articles from the relevant
EBSCOHost database(s).

Tests in Print

Tests in Print (TIP) serves as a comprehensive
bibliography to all known commercially available tests that
are currently in print in the English language. TIP provides
vital information to users including test purpose, test
publisher, in-print status, price, test acronym, intended
test population, administration times, publication date(s),
and test author(s).
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Database Description Total Total
Indexed Full-Text
Wilson Select Full-text for 2393 scholarly publications in education, 2393 journals | 2393 journals
Plus business, humanities and science since 1994. US and
international professional publications, academic journals,
and trade magazines.
TOTAL 24,358 14,926
periodicals periodicals
Note: includes (includes (includes
duplicates; some some
some duplication) duplication)
periodicals are
in more than 317,000
one database 2 million documents
dissertations
45,628+
45,628+ books
books
317,000+
documents
2000
Test
instrument
guides
1,834,000+
records

1450 leaflets

NOTES:

Databases” page is not always as current as individual vendors
Most citation-only results link directly to lists of local libraries which have the item in full-text print, via

WorldCat

What journals do we have online? How can | see a ti

For all EBSCOhost Find It Fast journal databases except

From the CCOL HOME page, click Direct to Databases
Click EBSCOHost Find It Fast

From the “Choose Databases” page which has a list of all available databases, you can see the
title list for each database by clicking Title List or More Information in each item

To search by publication title, description, or sub

ject:

tle list?

Wilson Select Plus :

Information supplied by database vendors as of July 29, 2009. EBSCOHost Find It Fast's “Choose

On the “Choose Databases” page, checkmark the database you want to search. (Uncheck
Academic Search Premier, which is checked by default)
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Go to a page with the search box on it (not the “Choose Databases” page) and click
Publications from the banner at the top of the page

This will bring up the “Browse Publications” search box which allows you to search by title,
subject, or search term

Be sure to go back to “Choose Databases” and put the check back in Academic Search
Premier or you will not get as much full-text during this session

To search by title in Wilson Select Plus, our other big full-text journal database:
- Goto

http://www.oclc.org/firstsearch/periodicals/results title search.asp?searchterm=&database=
WilsonSelectPlus&fulltext=+&results=paged&PaqgeSize=25&B1=Search
Scroll to the bottom of page and click Show all titles on one page. This is very long list and will
take some time to load
One way to search this list is to use the Edit/Search command (Ctrl +F) and search for a word
that you would hope to see in the title. For example, do an Edit/Search for “psychology” to see
all the journals with psychology in the title. This doesn’t give you a complete list, butit's a
start. Wilson Select Plus does not provide an easy way to search the titles by subject

What are traditional library arrangements for each campus
site?
For complete information about arrangements for each campus site, from the CCOL HOME page, in the

section Instructions & Help, click “Traditional Local Library Information” and scroll to “Traditional Library
Skills.” This can also be found on http://www.cambridgecollege.edu/library/research.cfm

NITE Program: Traditional Library Arrangements
Go to http://www.cambridgecollege.edu/library/nite library.cfm

What if | don’t live near a campus site with a trad itional library

affiliation?

Try an academic library at a local college which is open to the public. Besides having large general
scholarly collections, academic libraries have strong collections in the subjects in which they give degrees.
Check the college website for degree programs relevant to your subject area. Check the library website for

special collections and to see if non-students can use the library and possibly get borrowing privileges. If
there is a charge, contact your site director for possible reimbursement.

Try a local public library.  You will be able to borrow books and possibly order through Interlibrary Loan.
Your local library is probably part of a system of public and some academic libraries. You may be
surprised at how quickly the library can get a book for you.

This site lists libraries in the United States, categorized by academic, public, medical, legal, special, and
more: http://www.libdex.com/country/USA.html

This site lists libraries by country: http://www.libdex.com/country.html

For more information, from the CCOL HOME page click Instructions & Help, then click Traditional Local
Library Info and scroll to the link Other Regions/International: Local Traditional Libraries.



Know the difference between a public library and an academic library

An academic library is part of a college or university, primarily for the use of that institution’s students,
faculty, and related staff. Some academic libraries allow public access to their holdings. Some allow
borrowing privileges to be purchased by non-affiliated members of the public. Other academic libraries are
not open to the public. Check the website of any library to see their access and circulation policies.

Most local communities have a public library that is free for all residents, supported by taxes and
contributions. The public library’s resources are aimed broadly for the general public, so the collection
may not be adequate for scholarly research at the college level. However, your local library may provide
Interlibrary Loan that can draw from a local academic library, as well as reference librarian help, research
instruction, and other useful services.

Orientation and instruction at a traditional librar y:
For a general tutorial for using a traditional library

Log into the CCOL
From the CCOL HOME page click Instructions & Help, then click e-global Tutorials
Click Libraries 101 for an online lesson

Before going to a new library, check the library website for:

Directions to the library

Map of the inside of the library

Live tour schedule. Some libraries also have virtual online tours

Live orientation schedule. The library website may have the information included in a live orientation
session, or possibly a virtual online orientation session

Instruction session schedule. Many libraries schedule sessions on topics such as using their
databases; internet research; using their reference materials; etc. Some libraries have online
instruction sessions

If these are not on the website, ask the Circulation or Reference Librarian at the library.

Know what to bring and how to prepare to use a trad itional library

Do you have library anxiety? You’re not alone! Almost everyone feels scared when they first go into a
new library, especially if it is a huge academic one. They don’t know where anything is or what to do first.
They may think everyone else is competent and feel ashamed that their library skills are inadequate. To
hide this shame, they are afraid to ask for help. But why wouldn’'t a new user feel intimidated? The library
is complicated and there is no reason why a new user would know where anything is.

What can you do to relieve your library anxiety?

Keep in mind that libraries probably have what you need, they usually don’t cost money to use, and
there are people to help you

Ask for maps and instructional materials about the library

Find out when the library has orientation and instructional sessions

Ask the Reference Librarian to help you. Getting help from the librarian is not cheating! You are
encouraged to ask for help from a Reference Librarian. They wouldn’t have jobs if people didn’t ask
guestions. See the section “How to ask questions of a reference librarian” below in this How to Use
CCOL Handbook.

In a public library, the librarians and staff are well aware that your taxes support the library, often by
bond issues that you will be voting on, so they want to please you!
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In an academic library at a school you don'’t attend, you are a guest, but if it is open to the public,
you are welcome to use it. Often academic libraries are open to the public because of the tax-
supported public documents they hold

Have a research plan

Before going to a library, look in the library’s online catalog to see if they have the books and
journals you want

Always bring a pen, blank paper, yellow stickies, and money for copying

Limit your topic as much as possible. Formulate specific questions to search. Prepare search terms.
For more instruction, see the section “How do | search effectively” in this How to Use CCOL Handbook

Read an overview article in an encyclopedia and choose books and articles from its bibliography.
Words used often within the article might be good search terms

Find some books and journals and browse the nearby shelf area for other relevant books and
journals

Skim the books. If you find pages you want to copy, put a yellow stickie on. Do all your copying at
one time when you are done searching for the day (but don’t wait until right before the library closes
when the lines at the copier may be long!)

Look for bibliographies in books and articles

Look in academic indexes for articles on the topic. The Reference Librarian can help

If you find too much, limit your topic or decide when to stop researching

Can't find enough? Ask the Reference Librarian

Change topic if it is too difficult to research. Remember, your priority is to learn research and writing
skills, not to track down a difficult topic

Have a system for organizing what you find

Organize notes by topic. Use different files in a laptop; index cards; divider notebooks; or blank
loose leaf to be organized later

Color-coded pens, paper, stickies, and/or cards can be helpful. For example, color code the major
guestions you are researching, using colored pens to highlight the answers you find as you read.
Or, use one color for quotes and another for your own thoughts, so you don’t mix these up

For direct quotations and facts: make sure to get page numbers and all bibliographic information

Record and store the bibliographic data for books and journal articles you won't be taking home. If
you only copy a few pages, be sure you copy the title page!

Enjoy your time in the library. It's usually a peaceful, productive, stimulating environment. Keep your
mind and eyes open to resources and ideas.

How to Ask Questions of a Reference Librarian

Every library has a Reference Librarian or Information Desk. Their job is to answer your questions and to
help you find the resources you need. They are a valuable resource for you, and you should take
advantage of their expertise. It is not cheating to get help from the Reference Librarian, and it may well
save you time.

The Reference Librarian may begin with a brief interview to determine your research need. These
guestions help them to efficiently and quickly determine what you have already done. Typical questions
the Reference Librarian might ask are:

What will be the topic of your paper?
What question are you trying to answer?
Just what kinds of materials do you need?



What is your assignment, and what course is it for?
Which databases have you used?

What terms did you enter for your searches?

What other terms could you use?

Have you found any useful terms?

(This information is a modification of the materials created for Penfield Library at Oswego State University of New York by Jim
Nichols. His original page is no longer posted.

For more on this, see “Asking Good Reference Questions” at “http://lib.colostate.edu/howto/askgood.html

All Cambridge College students are encouraged to use the live chat online Ask A Librarian service in the
Cambridge College Online Library. Reference Librarians are available 24/7 to help you. From the CCOL
HOME page, click Instructions & Help, then click Ask A Librarian.

How do | get live library and research skills instr uction?

Your seminar leader provides library instruction

Proseminar One instructors  are responsible for insuring the initial introduction to library and research
skills instruction for graduate students. They are asked to include a library instruction session in their first
term syllabus. They are expected to provide ongoing and/or individual library instruction so that students
can do their ILP/IRP research. They are expected to cover all of the “Library Instruction Objectives” listed
in this handbook.

Undergraduates have library instruction in LRN 175. Instructors in this course are responsible for
insuring the initial introduction of library and research skills instruction for undergraduate students. They
introduce the basic skills in the first term LRN 175 and provide ongoing help. They recognize that
undergraduate students may not be familiar with computers, so please let your instructor know if you need
extra help.

Group Instruction

Group instruction is held at the beginning of each term at some campus sites. Please ask your seminar
advisor or site director for details.

Writing Courses: College Writing Il shows how to navigate the library, do online searching, and
recognize scholarly sources. College Writing 1l is taken after College Writing | or BAM 105/106. Instructors
may also take students to tour a local traditional library.

Individual Instruction

Academic Support Center writing tutors at selected campus sites: Depending on the needs of
individual students or on request, writing tutors show students research skills including searching, using
the Cambridge College Online Library, and using a traditional library. For further information, see the
Student Services section of the Cambridge College website at
http://www.cambridgecollege.edu/students/services.cfm

Instructors in each course are expected to assist students with library and research activities, related to
the instruction of that course, as needed.
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Help from reference librarians at affiliated tradit  ional libraries

Gutman Library (Cambridge, MA):  Students or faculty can call Gutman Library Research Services
Department at (617) 495-3421/3422 to make an individual research consultation appointment with a
librarian to develop a research strategy, identify resources, or work on any research-related question. For
more info, from the CCOL HOME page, click Instructions & Help, then click Traditional Local Library Info,
then scroll to the Gutman links in the “Traditional Library Skills” section.

Babson Library at Springfield College: In addition to borrowing privileges, the reference librarians are
familiar with Cambridge College students and will instruct you and help with research. For more info, from
the CCOL HOME page click Instructions & Help, then click Traditional Local Library Info, then scroll to the
Springfield: Local Traditional Libraries links in the “Traditional Library Skills” section.

NITE Program: See the reference librarian at the residential site’s library. For further information, see
http://www.cambridgecollege.edu/library/nite library.cfm

At all other locations: if a library is open to the public, the reference librarian should be willing to help
you. Please keep in mind that the librarian will not know about Cambridge College or the needs of its
students, and that you are a guest.

What do | need to learn? Objectives for library Ins  truction

Overall Goals for students:

Develop research methods and skills as they identify problems, utilize resources, and plan and
organize effective research strategies used to solve those problems over time

Competently use the online research resources of Cambridge College, including the Cambridge
College Online Library and its databases

Critically analyze, qualify and select information resources and research in support of their ILP, IRP,
or other research paper

Organize research materials electronically for easy storage and retrieval

Reflect on their progress and process as critical thinkers and learners

To this end, students should be able to:

Define necessary terms:
See the Glossary section of this handbook for a complete list

Evaluate and select appropriate scholarly sources:

Define scholarly research

Recognize a scholarly article

Read a scholarly article

Take notes on a scholarly article

Determine if information from various types of sources (including scholarly and non-scholarly
articles, websites, broadcast media, etc.) is credible and acceptable according to ALA or their
instructor’s standards

Determine which information is appropriate to support their research topic and thesis

Choose and use traditional libraries:
Know what their local affiliate traditional library is and how to get a borrowing card there
Know of other local libraries open to the public with resources relevant to their degree program
Determine which local traditional library to use
Take a tour or orientation session at a traditional academic library
Know suggested way to ask questions of a reference librarian
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Use the Cambridge College Online Library and its da  tabases:

Log into CCOL

Know where to find the phone number and email for CCOL tech support

Use the CCOL HOME page to get to all features

Use the EBSCOHost Find It Fast search box for basic search

Search the individual databases from the Direct to Databases page

Interpret the search results to see the full-text or citation

Use the WorldCat link to find which local library has a specific journal issue so as to find the print
version of a citation-only result

Search the stand-alone WorldCat database to find which local library has a specific book

Search Ebrary Electronic Books to find a relevant book and use the tools in the Bookshelf feature to
save notes

Find and use the Help and Syntax Help features in all the databases

Get help from the Ask A Librarian

Choose and use e-global Research Guides and e-global Program Guides relevant to their topic

Choose and use subject relevant subject area handouts from the Research Starters By Subject

page

Search Effectively and Organize Results
Know how to select effective search terms
Have a method for organizing and retrieving information found online

How do | get online help?

Instructional Handouts Online

The Cambridge Research Resources page has links to instructional handouts for
Cambridge College Online Library Use
Traditional Library Skills, which includes local traditional library information
Subject Area Research Help in Education, Management, Counseling, and Medical
Using the Internet, including how to search effectively
Writing Research Papers, including how to write a literature review
M.Ed. ILP and CAGS Action Research Project handbooks and information

The Research Resources page can be found
From the CCOL HOME page click Instructions & Help, then click Cambridge Research Resources
On the public Cambridge College website at http://www.cambridgecollege.edu/library/research.cfm

Tutorials in each database, including Spanish and o ther languages

Each database has its own set of tutorials and help in various formats including video, Powerpoint shows,
handouts, and so on. Some offer live and/or archived webinars. To see all this, you must go to the
database..

To go to each database below directly: from the CCOL HOME page click Direct to Databases.

EBSCOHost Find It Fast tutorials

Note: EBSCOHost Find It Fast is called “EBSCOHost Integrated Search” in the tutor ials.
On any EBSCOHost Find It Fast page, click HELP in the top right of the screen
In addition to the immediate onscreen help, links are provided to EBSCOHost tutorials and
EBSCO Support Site
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See the instructions for viewing and using the Help icons (? In a black circle) on almost every
screen

For tutorials in Spanish and many other languages, go to
http://support.epnet.com/training/resources.php

Ebrary Electronic Books (when viewed directly in  Direct to Databases )
" The ?icon in the Ebrary Unity Reader gives instant help on the features
Ebrary provides live online training as well as video and Powerpoint tutorials. For current info, go
to http://www.ebrary.com/corp/training.jsp Scroll down through the page for the video and
Powerpoint links
For tutorials in Spanish and other languages: go to http://www.ebrary.com/corp/collateral.jsp

ERIC Education Resources Information Center
- Search ERIC within EBSCOHost Find It Fast for a quick search that will link to full-text results in

all other EBSCOHost databases that you check on the opening “Choose Databases” page
For a more complex search, go to ERIC’s public website at http://eric.ed.gov/
On the page http://eric.ed.gov/ click Tutorials in the right column to go to animated video tutorials
for specific ERIC search skills
NOTE: results on the ERIC public website will not have full-text for EJ (ERIC Journal) results. For
the possible full-text of an EJ result, search Wilson Select Plus and databases in the CCOL

Wilson Select Plus (when viewed directly in Direct to Databases )
To the right of most features, click the ? in a black circle icon for help with that feature
Click HELP under the words “Basic Search” near the left top of the screen for comprehensive help

The guide “Using OCLC First Search” covers the common interface for Wilson Select Plus and other First
Search databases, at http://dev.e-globallibrary.com:2098/support/documentation/firstsearch/using/refcard/

WorldCat
Go to http://www.worldcat.org/

Dissertations Abstracts (when viewed directly in Direct to Databases )
Click HELP on the top right of the screen
Also see the links in Help to Quick Reference Guides and Technical Support

Refworks

When you first sign up for an individual account in Refworks, you will see links to tutorials and support,

such as
- See the directory to Refworks tutorials at http://www.refworks.com/tutorial/

Quick Start Guide to Refworks at

http://mwww.refworks.com/content/documents/RefWorks Quick_Start Guide.pdf

More about Refworks support at http://www.refworks.com/content/path learn/content.asp

Ask A Librarian: Live Online Help

CCOL has qualified, live reference librarians available 24/7/365 to talk with you via online chat. They can
put pages on your screen. At the end of the chat, a transcript of the entire conversation, including the
URLs of recommended webpages, can be sent to your email address. NOTE: At the end of the chat, be
sure to click the box that asks if you want the tra  nscript emailed and enter your email address. If
you don't do this, it will not be sent.

On the CCOL HOME page, click Instructions & Help, then click Ask A Librarian
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Click the Connect button

A window will open asking for your name, etc.

Put your question into the chat box and send it. It may take a few moments for the librarian to
respond

To best utilize the librarian’s help: in the Handbook see the section How to Ask Questions of a
Reference Librarian

The speed of your chat will depend on your internet connection and the speed of the live librarian, so
please be patient as there may be momentary pauses while the librarian considers how to respond to your
request.

What are scholarly sources?

Scholarly Sources: Identify what is acceptable and appropriate

Scholarly articles are published in scholarly journals. Not all periodicals in CCOL databases are scholarly
journals. Follow these criteria:

Scholarly journals

Always cite their sources with in-text cites, footnotes, or endnotes, as well as a “References,” “Works
Cited,” or Bibliography at the end of every article

Articles are written by scholars in the field, with recognized academic credentials in the field that the
journal covers

Usually publish quarterly or less often, although some are more frequent

This usually can't be seen if viewed online, but they rarely contain glossy pages, colorful pictures, or
advertising. They look very black and white and serious

The purpose of a scholarly journal is to report on original research or experiments so that other scholars
can use that information to improve their own research. It is assumed that the contents of scholarly
journals have not been influenced by advertising or less obvious bias by special interests

Most scholarly journals are published by an organization of professionals in that field, such as the
American Psychological Association (APA) which publishes many journals in the fields of psychology,
mental health, and counseling

What isn’t a scholarly journal? What isn’'t acceptab le for academic papers?

Weekly or monthly magazines such as Time, Newsweek, New Repubtic,National Reviewand newspapers
such as The New York Timesan be good sources of news or opinion on current issues, but they are not
written by scholars in a field, do not cite their sources, and are not intended for academic research.
Advertisers and other special interests may influence the contents and opinions in non-scholarly
magazines. You may use these occasionally for current factual information and opinion.

Trade journals , which cover a particular industry such as Beverage World or Automotive News, are
acceptable sources for management papers, but you must also cite scholarly, academic articles.

How do | know if a book is acceptable for scholarly research?
Check the author’s credentials. What is the author’s education, job experience, affiliations?
Does the author explain how the research was conducted or on what the theories are based? Are
these methods credible?
For all quotes, paraphrases, and facts, are sources cited in the text?
Is there a bibliography or reference list? How credible are these sources?
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If unsure if an article is scholarly, ask your instructor or a reference librarian.

The handout Checklist for an Informational Webpageovides a list of questions for evaluating any webpage,
article, or book. To see it, from the CCOL HOME page, click Instructions & Help, then click Instructional
Handouts. Scroll to the handout Checklist for an Informational Webpage.

Also on the Instructions & Help page, take the Information Literacy Tutorial for interactive instruction in
evaluating webpages, articles, and books.

Scholarly articles and books: How to read and take notes
As you read the article or book, finish the sentence for each point and make a note of it:

The main purpose of this article or book is . . . [State as accurately as possible the author’'s
purpose for writing the article. In order to demonstrate the author’s purpose you will have to furnish
some background information on the topic so you may need to consult your textbook about the topic]

The key question that the author is asking is . . . [Figure out the key question in the mind of the
author when he/she wrote the article]
The most important information in this article or b ook is/concerns . .. [ldentify the facts, data,

or resources the author uses to support his/her argument. To expand on this statement you will have
to look at the foot or endnotes]

The main conclusion([s]/inference[s] in this article or book is/are . .. [Identify the key
conclusions the author comes to and presents in the article]
The main assumptions underlying the author’s thinki ng are . . [Think about what the author is

assuming to be true and what might be questioned. To expand on this statement you will need to
think about the larger context of the topic]

If we accept the author’s line of reasoning, the im  plications are . .. [What consequence does
the author’s argument have on our understanding of current research and/or theory?]

If we reject the author’s line of reasoning, the im  plications are . . . [What consequence does
rejecting the author’s argument have on our understanding of current research and theory?]

When writing this article or book, the author’s poi nt of view may have been influenced by . . .
[Scholars are influenced by events that occurred during the time when they wrote; by personal
prejudices; or by hidden agendas, such as pressure from those who paid them to do the research.]

The answers to these questions are often found in the first or last few pages of an article, or in the
introduction and conclusion of a book, so read these first to get the “big picture” of what the author is
trying to say. Then read the full article or book and determine for yourself whether he or she has done an
adequate job of supporting their thesis.

NOTE: This information was closely adapted from a webpage posted by Ed Byerly of The Victoria College. His original webpage can
be viewed at http://www.victoriacollege.edu/~ebyerly/ArtCrit.htm Byerly credited the statements in the criteria for reading a scholarly
article as an adaptation from The Miniature Guide to Critical Thinking Concepts and Tools by Richard Paul and Linda Elder.

Determine which information is appropriate to suppo rt your paper’s

argument
For an interactive online tutorial on how to locate and evaluate research information,
- On the CCOL HOME page section “Instructions and Help” click Information Literacy Tutorial
This takes you to the excellent Information Literacy Tutorial from the University of Idaho.
Go to “Module 5: Evaluating,” which is also at
http://www.webs.uidaho.edu/info_literacy/modules/module5/5_0.htm
See other modules for other useful research skills




Ask your instructor’s standards for appropriate res earch sources
Instructors have been asked to emphasize the use of scholarly sources and proper documentation, and to
specify their individual standards of scholarliness for all research assignments. They are expected to tell
you:
What is a credible and acceptable source, including the qualifications of the author and the date of
the article
What is not a credible and acceptable source
How many acceptable sources are expected for a specific paper (Some instructors will not give
specific numbers)
Recommended journals, books, and websites

These standards should be available in writing as well as verbally. If your instructor is unable to answer
these questions, please contact the dean of your program.

How do | search effectively?

Every time you search, you face the same challenge: what are the best words to put in the search box to
get the most useful results?

Use different terms

Different terms get different results, and terms change over time. For example, over the last several years,
the term “interracial children” was supplanted by “biracial children.” Today we often see “multiracial
children.”

Have a clear idea of what you are looking for
What's my subject and what’s my angle on my subject? For example, different search terms will be
needed to find ADHD diagnosis instead of ADHD treatments

What would my ideal article or book or document be? What would its title be? Brainstorm an ideal
title because it’s fun and it may help you think of good search terms

Who would have written the ideal article? Try that name! What would this person’s qualifications be?
What kind of work would they do? Try those words!

Ask yourself, your professor, fellow students, some one who might know more about this topic, or
someone good with words

Who cares about this topic? What words, names, and phrases would they use to write about it?

Where would people who care about this topic publish what they write? Are there any periodicals,
associations, conferences, government agencies, or research centers?

Is there a trade jargon or specialized vocabulary?
Is there a website that lists related terms and provides links?

Is there another way to say the same thing? For example, will employment decrease get the same
results as unemployment increase?

Use tools that can help you find more search terms
Index, text, table of contents, and glossary of any books you find

Search the articles you find for more terms. Often a list of Descriptors or Subject Terms may be
found in the citation of a relevant article

Word reference books found online include thesaurus, dictionary, glossary, and unusual word
reference books. From the CCOL HOME page, click Reference Books
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Library of Congress Subject Headings is a reference tool that reference librarians use to find
alternative search terms. Ask a librarian or learn about it at
http://www.lib.duke.edu/libguide/fi books sh.htm

When entering search terms in the search box, alway s be sure to
Make sure you spelled the terms right. Is there a variant spelling?
Put the most important term first. Do it again reversing the order

Start narrow, then go broader. Start with ADHD treatment Ritalin, then go to ADHD treatment. Or
start broad and then go narrower. Both strategies work

Follow the syntax rules of the search engine. Click “Search Help” buttons
Use AND, OR, NOT if the search engine allows Boolean searches. Click “Advanced Search”
Put names and phrases in “ " marks, such as “drug addiction” or “Carl Rogers”

Make sure to combine your terms, such as [ADHD AND treatment] or [“biracial children” AND
“academic success”]

Keep a record of which terms worked and which terms didn’t work:

Search How many Notes on results
Term results?

For more instruction and interactive practice, try these online tutorials:

Information Literacy Tutorial of the University of Idaho. “Module 3: Searching” is at
http://www.webs.uidaho.edu/info_literacy/modules/module3/3_0.htm

LOBO tutorial “Developing a Research Strategy: Brainstorm Search Terms” at

http://www.lib.ncsu.edu/tutorials/index.php?option=content&task=view&id=20&Itemid=43




Using the Cambridge College Online Library (CCOL)

This is the CCOL HOME page:

Explore CCOL

If you've never used CCOL, take some time to explore and play with it. If you get stuck or don'’t
understand what you're looking at, just back up or start again. Playing with software is the best way to
learn it. You won't break anything just by clicking on it.

Explore the CCOL HOME page
Log into CCOL to get to the CCOL HOME page
Click each of the seven links on the CCOL HOME page and then click some of the resulting links
Try EBSCOHost Find It Fast: think of a topic you would like to know more about, and choose a
likely search term

EBSCOHost Find It Fast
When you put a term in the EBSCOHost Find It Fast searchbox, it searches full text ONLY for these 23
databases, covering all subject areas:
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A results page of a EBSCOHost Find It Fast search looks like this:

The results page offers lots of great tools for improving Your search, like the slider bar for filtering dates in
the upper right; the list of narrower search terms on the leX, and more.

For tutorials, click the Help button on the top right of the blue banner.

What is EBSCOHost?

EBSCOHost is an online interface that provides databases in the CCOL, from a company called Epnet.
There is no single database called “EBSCOHost.”

Currently, there are 23 databases in the EBSCOHost interface. All are in the EBSCOHost Find It Fast search.
Twenty of these databases are supplied by EBSCOHost, but three are supplied by other companies and not
all EBSCOHost Find It Fast features will work with them. . These three are Wilson Select Plus; Proquest
Dissertations and Theses Abstracts; and Ebrary Electronic Books. See the section “Why do three databases in
EBSCOHost Find It Fast act differently?” in this handbook for more information.

You can also search EBSCOHost Find It Fast from the Direct to Databases page, butit is the same

thing:
- From the CCOL HOME page, click Direct to Databases

click EBSCOHost Find It Fast

On the opening “Choose Databases” page see all our databases

Checkmark the databases you would like to search

Always keep “Academic Search Premier” checkmarked, be cause it provides most of the

full-text for the other databases

If a result does not have links to PDF Full-text or HTML Full-text, the full-text is not available. In

this handbook, see the section “Search everywhere possible for online full-text”



How do | see citation-only results frommy  EBSCOHost Find It Fast
search?

EBSCOHost Find It Fast is set to show only the full text results. If you want to see the full text plus the
citation-only results:

From the box in the top right column “Limit Your Results” section, click << Search Options

Then remove the check frgm the box “Full Text” and scroll to the very bottom left to click “Search”
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What if | don’t want to search all the EBSCOHost Find It Fast
databases?

From the Results page, click Choose Dat;abay

That will bring up this box

Remove the checkmarks from databases you don’t want to search
Make sure that “Academic Search Premier”¥s checkmarked

Click OK.

Warning: Always keep “Academic Search PremieX’ checkmarked, be cause it provides
most of the full-text for the other databases

If you want more info about each database |, click Detailed View. From the Detailed View, you can
choose the databases want. It looks like the screen below and lists each database with a checkbox for

selection. This is called the “Choose Databases” page.
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To search databases directly
Some of the databases offer more search features when searched directly. To search databases directly:
from the CCOL HOME page, click Direct to Databases.

Warning: Always keep “Academic Search Premier” checkmarked, be cause it provides
most of the full-text for the other databases

earch the two additional journals not in EBSCOHost Find It Fast
he following two journals are not in EBSCOHost Find It Fast. To search them, from the CCOL HOME page
lick Direct to Databases, then click

Journal of School Nursing

Journal of Cases in Educational Leadership
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Why do three databases in EBSCOHost Find It Fast act differently?

Currently, there are 23 databases in the EBSCOHost Find It Fast search. Twenty of these databases are
supplied by a company called EBSCOHost, but three are supplied by other companies and not all
EBSCOHost Find It Fast features will work with them. These three are Wilson Select Plus; Proquest
Dissertations and Theses Abstracts; and Ebrary Electronic Books.

To use all the features of these three databases, search them directly: from the CCOL HOME page, click
Direct to Databases and then click the database you want. However, when you do this, you will lose the
ability to save articles in the My EBSCOHost “Other Content Sources” folder, which can only be done
when you are in EBSCOHost Find It Fast.

Tutorials for using EBSCOHost Find It Fast :
On any EBSCOHost page, click HELP in the top right of the screen
In addition to the immediate onscreen help, links are provided to EBSCOHost tutorials and
EBSCO Support Site

For tutorials in Spanish and other languages, go to http://support.epnet.com/training/resources.php

Something very important to understand before
reading further:

No one likes to have a lot of username/passwords, b ut there are tools in the CCOL that will only
work after you set up an individual account with your own personal username and password. These tools
will remember the books or articles that you want to find again conveniently. But they can’t remember you
if they don’t know who you are. These tools are

Folder in EBSCOHost Find It Fast which is called MyEBSCOHost
Individual Account in Refworks
Personalized webpage in WorldCat

It isn’'t always evident that you need to set up an individual account,

S0 please take this as your reminder to do SO . If you don't “get this,” you may spend
a lot of time clicking “Added” for your EBSCOHost Find It Fast results and then discovering you can never
find what you “added” again! Don't let this happen to you. If possible, use the same username and
password for all the individual tool accounts and make sure that you keep a record of the username and
password.

Here’s how you start these accounts:

My EBSCOHost Folder in EBSCOHost | Click Sign In to my EBSCOHost on the top right of the page with

Find It Fast search boxes; on the next screen click I'm a new user and follow
instructions

Individual Account in Refworks Click Sign up for an individual account on the opening screen

Personalized webpage in WorldCat Go to http://www.worldcat.org/ and follow instructions in “Use
WorldCat Tools”

As you read the instructions for each database whic h follow, you will learn more about each of
these tools. But please try to remember the basicc  oncept which is that you must create an



individual account to save your work. (Sorry to be so directive, but I hear so many sad stories about
lost work and time.)

EBSCOHOST FIND IT FAST: Using My EBSCOHost Folders to save

articles you like and more

EBSCOHost Find It Fast has a great tool called “My EBSCOHost” which has many features. Most
importantly, you can use it to create virtual online folders in which you can save articles you like for as
long as you want.

To create your own folder
From the CCOL HOME page, click Direct to Databases, then click EBSCOHost Find It Fast and
on the opening “Choose Databases” page, click Continue to get to the Search page
Or from the EBSCOHost Find It Fast results page with search boxes
- On the top of the search boxes page, click Sign In to My EBSCOHost
Click 'm a new user and an application form screen comes up
Fill it out with the correct info and create a personal username and password
After that, whenever you use EBSCOHost Find It Fast, click Sign into My EBSCOHost, then sign
in with your username and password
Make sure to keep a record of your individual username/password for My EBSCOHost!
On the top left of the screen you will see Not Your Name? Sign in Here (such as “Not Susan?
Sign in here”). This indicates that you are signed into your My EBSCOHost account
To save an article to your My EBSCOHost folder:
o Each EBSCOHost Find It Fast result has a column to the right with an icon of a folder and
the word Add. If you want to save that article, click on Add and it will change to the word
Added
Click the Folder or Folder Has Items link to see the folder with the articles you placed in it

Do you want to organize your articles by folder? Y  ou can create folders for each course or paper.
Create as many folders as you want by checking “New” in left column.

Additional features in My EBSCOHost let you share your folders, save searches, and receive alerts about
new articles. To learn more, click Help on the top right of the EBSCOHost Find It Fast page.

NOTE: Results from Wilson Select Plus, Proquest Dis  sertations and Theses Abstracts, and Ebrary
Electronic Books will only save to a folder called “Other Content Sources.” The link to this folder
can be found in the left column of your Folder.

PSyCBOOkS . There are more than 1600 full-text books and articles in psychology in the
PsycBooks database. It can be accessed directly from within EBSCOHost Find It Fast:
- From the CCOL HOME page, click Direct to Databases
Click EBSCOHost Find It Fast
Checkmark PsycBooks (as ever, make sure Academic Search Premier is also checkmarked for
maximum full text)

Wilson Select Plus database

Wilson Select Plus has the full-text of articles from 2393 scholarly publications in education, business,
humanities, and science, going back to 1994. This includes US and international professional publications,
academic journals, and trade magazines. Wilson Select Plus is provided by OCLC First Search.

Detailed information about Wilson Select Plus, including a link to the entire list of full-text titles, is at
http://www.oclc.org/support/documentation/firstsearch/databases/dbdetails/details/\WilsonSelectPlus.htm
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Wilson Select Plus is included in EBSCOHost Find It Fast, but some of the features may not work. For all
features, search Wilson Select Plus directly.

If you want to search Wilson Select Plus directly
- From the CCOL HOME page, click Direct to Databases, then Wilson Select Plus

When you use Wilson Select Plus directly, there will not be a link to WorldCat. However, all
Wilson Select Plus results are full-text so you are unlikely to want to find the article in print in a
local library. If you do need to, either search Wilson Select Plus from inside EBSCOHost Find It
Fast or from the CCOL HOME page, click Direct to Databases, then click WorldCat — Check
library holdings in your area. WorldCat is best searched by journal or book title — not by the title
or author of an article within a journal.

For online help
On the Wilson Select Plus pages, Click the ? in a black circle icon. For example, if you're not sure
if the author’s last name should go first (should you type Smith John or John Smith?), click the ?
to the right of the box where you put the author’'s name in, and it will give you the rules
Click HELP under the words “Basic Search” near the left top of the screen

Tutorials:
“Using OCLC First Search” is a user guide for Wilson Select Plus and other First Search databases. Go to
http://www.oclc.org/support/documentation/FirstSearch/using/refcard/

Go to http://www.youtube.com and put “Wilson Select Plus” in the search box. A librarian in lllinois has
created two video tutorials for Wilson.

WorldCat — Check library holdings in your area data  base:

Search traditional libraries everywhere!

Do you want to know which local library near you has the book or journal you need? WorldCat is the giant,
combined catalog of all the catalogs of all the libraries worldwide, offering millions of bibliographic records
in 400 languages. WorldCat in CCOL will give results from the US, Puerto Rico, Canada, and other
English speaking countries.

WorldCat IS NOT included as a separate database in  Find It Fast . However,
Most results from a EBSCOHost Find It Fast will have the link Find it In WorldCat - Check library
holdings in your area. Click this link and it will tell you which local libraries have the periodical in print.
You will need to set the zip code to your location

Really important things to know about ~ WorldCat

WorldCat has an Article search tab, but if you don’t find the article you want, try searching by the
title of the journal it is in

WorldCat searches books, articles, journals, as well as other materials that libraries have such as
videos, maps, and recordings.

WorldCat is an immense catalog, created by compiling the work of thousands of people. As a
result, there often are several entries for a single item, differing only slightly due to spelling or
punctuation. To get complete results, you may have to click more than one of these items.
Generally, first click the one that shows the most libraries having it

WorldCat includes every book or journal that ever made it into a library. Sometimes there is more
than one book or journal with the same name. Be sure to check the author, publisher, or site of
publishing to make sure you are looking at the right one.

37



38

Here’s how to go directly to  WorldCat
From the CCOL HOME page, click Direct to Databases, then click WorldCat — Check library
holdings in your area

When you locate the print item you want in a local library, save yourself a wasted trip

Before going to the traditional library, make sure the item is really there by checking the actual
library catalog on the library’s website. If it’s a journal, make sure the exact issue you want is there

If the library name is hyperlinked in WorldCat, click it to go directly to that library’s site. If not, google
up the library site

Try calling the library reference desk to find out it the item is really there on the shelf. Lost or stolen
items might not be in the catalog yet

Make sure the library is open to the public and find out the hours. See the section of this handbook
“What are traditional library arrangements for each campus site?”

For help with WorldCat and to created a personalized webpage, go to http://www.worldcat.org/

Proguest Dissertations and Theses Abstracts database

Use this database to see if there is a dissertation relevant to your research. It contains the abstracts of
over two million doctoral dissertations and master's theses, going back to 1861. Many recent results
include the full-text of the first twenty-four pages only.

If you need to see the full-text of the whole dissertation, you cannot do that in CCOL.

Here are some options:

At your own expense, you can order it online right in the database by clicking the “order a copy” link.
If the dissertation is not online in full-text, you can purchase the print copy

If you can get to Cambridge, Massachusetts: Gutman Library has the full-text version of this
database, but online full-text is only available for dissertations going back to 1995, plus random eatrlier
dissertations. If you can physically go to Gutman, you can use the full-text database there. From the
CCOL HOME page, click Instructions & Help, then click Traditional Local Library Info, and in the
“Traditional Libraries” section see the Gutman Library information. You cannot use this database
online, you must physically be in Gutman Library

If you cannot get to Cambridge, Massachusetts: you may be able to access the full-text online
version of the database (going back to 1995, with random earlier dissertations) from a local traditional
library in your area. Check their websites or call to find out if they have “Proquest Dissertations and
Theses — Full — Text” and if the public may use it

Proquest Dissertations and Theses Abstracts is included in EBSCOHost Find It Fast, but some of the
features may not work. For all features, search it directly.

To search Proquest Dissertations and Theses Abstrac  ts directly:
Go to the CCOL HOME page
Click Direct to Databases
Click Proquest Dissertations and Theses Abstracts.

Ebrary Electronic Books

There are more than 43,000+full-text books in all our subject areas in our Ebrary Electronic Books
collection. In Ebrary, you can read a full-text book online, and easily highlight in three colors, take notes
right on the page, and select quotations while reading! Your highlighting, notes, and quotes are all saved
in a convenient place. Ebrary will even read aloud to you!
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Ebrary Electronic Books is included in EBSCOHost Find It Fast, but some of the features may not work.
For all features, search it directly.

To search Ebrary Electronic Books directly:
Go to the CCOL HOME page
Click Direct to Databases
Click Ebrary Electronic Books

Here’s how to use all the features in Ebrary Electr  onic Books:

- Ebrary is included in the EBSCOHost Find It Fast search. When you click on an Ebrary result, you
will get a screen asking you to sign in, with instructions for how to do this. (This is how Ebrary
remembers all the notes and highlighting you did so you can find it again, anytime)

You can also go directly to the Ebrary signin screen and then to Ebrary: from the CCOL HOME
page, click Direct to Databases, then click Ebrary Electronic Books.

Ebrary has two ways you can use it : Quickview and Ebrary Unity Reader
Quickview lets you look at the book but you can’t highlight or take notes. Nothing is saved
Ebrary Unity Reader lets you highlight, take notes, and savesi it all. It also reads aloud

If you just want to look at a book and NOT highligh ~ t or save notes , just enter Ebrary and put your
search term in the search box. This is the Quickview way to search Ebrary.

If you want to highlight, take notes, and have the book read aloud, you must first download the
Ebrary Unity Reader. You only need to do it once in your computer and after that it will always be there.
Ebrary’s opening screen is not as helpful as it could be, so try this:

Restart your computer and only open your browser

Go to Tools on your browser and delete temporary Internet files or cache and cookies
Make sure you have the current version of Java (1.6 or higher) installed. If you need to
download Java, go to www.java.com Restart your computer after downloading Java
Go to CCOL HOME page, click Direct to Databases, then click Ebrary Electronic Books
Sign in as instructed



On the Ebrary opening screen (the Info tab), click the “My Settings” link on the top
right:
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Fill in the “My Settings” page like this, checking three boxes and clicking “Set Preferences” last. You are telling it
to download the “Ebrary Unity Reader.”

The next screen should say “Your preferences have been updated.”
Put a term into the search box
From the results list, click on a title

You will probably get a box that says “Starting the Ebrary experience. Please be patient” or “The
Ebrary Reader is being loaded. Please be patient.”



The Ebrary Unity Reader should open for the book you requested. It looks like this (but with the
book you requested, not Word 2007). If you don’t see TOC Notes Speech Prefs tabs in the
right column, it isn’t the Ebrary Unity Reader
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See the little yellow boxes? That's how your notes look when you use the Ebrary Unity Reader.
It's just like putting stickie tags on the page. You can easily go to your notes from the list in the
right column:
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Ebrary has many great tools. To learn to use them, click Help on the top right of the search screen
to get these choices:

For help with Ebrary

The ? icon in the Ebrary Unity Reader gives instant help on the features

Ebrary provides live online training as well as video and Powerpoint tutorials. For current info, go
to http://www.ebrary.com/corp/training.jsp Scroll down through the page for the video and
Powerpoint links

For tutorials in Spanish and other languages: go to http://www.ebrary.com/corp/collateral.jsp

About the APA citation builder in the Ebrary Unity Reader:

- Click the Preferences tab and set “citation” to APA but please be aware that this tool does not give
correct results: in APA format, only the first word of a title is capitalized (this is a problem with
almost all the online APA citation builders, and none of the companies will fix it.) Make sure to
manually check and fix all your APA citations before submitting your paper.

Hints for better searching:

Always use the Advanced Search and set it so your term is in the title or subject. The Basic
Search searches for the term anywhere in the 43,000 books, so you will get a lot of irrelevant
results with Basic Search

Try searching for a specific book in Ebrary, but if it isn’t there: also search by subject and see if
you can find another book that will meet your needs. You may be delighted at what you find!
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If Ebrary doesn’'t have the book you want, use the WorldCat link in the EBSCOHost Find It Fast
results or on the CCOL Direct to Databases page, and see if a local traditional library in your area
has it in print

Not every book is acceptable for academic research. To check the credibility of a book, from the
CCOL HOME page click Instructions & Help, then click Instructional Handouts and scroll to the
link Checklist for an Informational Webpagdéhe same criteria can be applied to books

There are also public websites that offer free full-text books online, although most are older and
out of copyright. For links, see the link about free ebooks on Instructional Handouts or at
http://www.cambridgecollege.edul/library/research.cfm

Don’t “copy and paste” yourself into an accusation of plagiarism! If you save your notes and
guotes, be careful to cite all quotations, paraphrases, and facts properly in your course
assignments, using APA style.

Subject Area Handouts, also called Instructional Ha  ndouts, also called

Cambridge Research Resources
This convenient webpage accessed through the CCOL or on the public internet provides links to:
Instructional handouts for using CCOL
Detailed information about traditional library arrangements at each campus site
Research starters in education, counseling, management, and medical
Instructional handouts for using the internet and searching
APA Style Instructions
Instructional handouts for writing your literature review, ILP, IRP, or other research paper
Handbooks for M.Ed. ILP and the CAGS ARP
Links to dictionaries and translators online
Plagiarism and copyright info
Links to interactive tutorials on library and research skills

To see Subject Area Handouts or Instructional Handouts or Cambridge Research Resources page
From the CCOL HOME page click Research Starters By Subject then click Subject Area
Handouts
From the CCOL HOME page click Instructions & Help, then click Instructional Handouts
Access this page on the public web at http://www.cambridgecollege.edu/library/research.cfm

e-global Research Guides and e-global Program Resources

In a traditional library, you might take an orientation tour of the subject area that you want to research. The
librarian would show you the standard reference works and recommend books, journals, government
documents, and websites on that subject.

Research Guides and Program Resources are a virtual orientation tour by subject area, prepared by the
reference librarians at e-global, the company that provides our CCOL site. They don’t cover every subject
area, but they might cover yours, such as the Research Guides on

Psychology Technology in education African American Studies
Hispanic American Studies  Education Administration Communication
Literature Health Sciences Mathematics

Business Management Healthcare Management Nursing

To see Research Guides and Program Resources:  from the CCOL HOME page click Research
Starters By Subject, then click e-global Research Guides or e-global Program Resources.

NOTE: The Research Guides and Program Guides recommend journals, but do not expect to get to the
full-text of articles from the links in the guide sections. For full-text, you must go to our databases. The
links in the guides only go to the public websites of the journals, where you might find some archived full-
text which is free on the internet, but nothing like the comprehensive full-text coverage in the CCOL
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databases. If the recommended journals are not in the CCOL databases, get as much as you can from
their public websites or use WorldCat to see which local traditional library has the print version.

Refworks

Refworks is not a database. It is an online software tool that helps you create your APA References list or
other bibliographies. It is incorporated into CCOL to automatically save the bibliographic information from
every article and book you view in CCOL, plus outside databases. You can then use Refworks to generate
your References list or bibliographies. Refworks also does other styles of documentation and can import
information done in other similar tools.

You must sign up for an individual account for Refworks. Click Refworks: Create Citations! from the
Research Tools section of the CCOL HOME page, then follow the instructions.

Refworks takes some time to learn. Cambridge College does not provide live instruction or support for
Refworks, but Refworks provides excellent online tutorials and support. When you first sign up for an
individual account in Refworks, you will see links to tutorials and support, such as

See the directory to Refworks tutorials at http://www.refworks.com/tutorial/

Quick Start Guide to Refworks at
http://www.refworks.com/content/documents/RefWorks Quick Start Guide.pdf

More about Refworks support at http://www.refworks.com/content/path learn/content.asp

Library News Blog
See the right column of the CCOL HOME page for up-to-date info about system-wide technical problems
and when they are expected to be resolved, as well as new features of CCOL and other current news.

How can | get as much full-text as possible?

For all EBSCOHost Find It Fast searches, make sure there is always a checkmark
for Academic Search Premier . This database provides full-text for the other
databases!



Search everywhere possible for online full-text

As a busy student, you will want to find as much full-text research material as possible online, but please
be realistic: only a small amount of all the scholarly articles published are online anywhere and at any
price. Cambridge College has provided a huge collection for you, but you will not find everything online in
full-text.

The instructions below show you how to do the most efficient, thorough online search by first searching all
of our databases, then by searching the web using Google Scholar. If none of these work, search for the
print version in a local library by clicking the WorldCat link from a database result or from the CCOL Direct
to Databases page.

To search Cambridge College Online Library for the free, full-text article:
From the CCOL HOME page, search using EBSCOHost Find It Fast. This will search all our
databases.
If it might be in the Journal of School Nursingr the Journal of Cases in Educational Leaderstgparch
those by going to the CCOL HOME page, click Direct to Databases, then click the journal name

If it isn’t online in full-text in the Cambridge Co llege Online Library

If you still haven’t found what you want, try Google Scholar at http://scholar.google.com/ Put the
author’'s name as John Smith (no quotation marks), “John Smith” and “Smith John”, because you may
get different results with each search. If you are lucky, you might find free full-text, but you are more
likely to hit sites that ask you to pay to download the article. Cambridge College will not reimburse you
for these costs

If you are willing to pay for online delivery of an article, we recommend using the Michigan
Information Transfer Source, a service of the University of Michigan. They can be trusted with your
credit card information. Their website explains their services and that is where you order the materials.
Their website is at www.lib.umich.edu/mits

What if the article or book | want is not in full-t ~ ext online?
It's time to go a traditional library! EBSCOHost Find It Fast provides convenient links from every result to a
giant catalog of every library in the US, Puerto Rico, and elsewhere, so you can quickly find out if a library
near you has what you want in print. This giant catalog is called WorldCat and here’s how to get to it from
an article result:
- Inmost EBSCOHost Find It Fast results, click Find it in Worldcat — Check library holdings in
your area to get a list of libraries near you that have the print version of the journal in which
the article appears. You will see Boston-area results first, so if not in Boston, change the zip
code for a national list
If there is no WorldCat link in the EBSCOHost Find It Fast result, go directly to WorldCat by
going from the CCOL HOME page: click Direct to Databases then click Worldcat — Check
library holdings in your area.
Make sure that the library you choose has the exact journal issue you need. If it is not
indicated clearly by the WorldCat result, google that library’s online catalog and make sure it
is there.

You can also go directly to  WorldCat to search for a book or journal at a local library

The same giant library catalog can also be used to find books.
From the CCOL HOME page click Direct to Databases, then click Worldcat — Check library
holdings in your area
From the result, set “Enter Your Location” to your zip code

More to know!
If you want to visit a library to browse various issues of a journal, put the journal title into WorldCat to
see which local library has the issues you want.

a7



48

If the library isn’t near you, ask your local public library if they can do Interlibrary Loan. Journals do
not circulate, but books might

If the book or journal is only in a few libraries, its credibility is questionable. Look for a more popular
source on your topic

Document Delivery: What if the full-text is not onl ine and not available

in a local traditional library?

We hope you are able to find everything you want free from our current collection and your local traditional
library, but sometimes the full-text is not available. Not everything is available online, and no college could
afford to provide every available article for free.

First, do a thorough search in CCOL. See the section in this handbook “Search Everywhere Possible for
Online Full-text” for more instructions.

If you can’t get the full-text from a local library and are willing to purchase it at your own expense, there
are online services that can sell you almost any article you need, but you will have to pay for it at your
own expense, using your own credit card. Cambridge College has provided a great deal of
materials, but cannot reimburse you for further mat erials.

Almost every article or excerpt from a book is available from the Michigan Information Transfer Source, a
service of the University of Michigan. They can be trusted with your credit card information. Their website
explains their services and that is where you order the materials. Their website is at
http://mww.lib.umich.edu/mits

There are other similar services which you can pay to get articles. For further information, from the CCOL
HOME page click Instructions & Help, then click Document Delivery Information.

Cambridge College is not responsible for your interactions with any of these services, but we do want you
to be aware of them. We hope you are able to find everything you may need free from our current
collection and your local traditional library, but given all the books and journals in the world, this may not
be possible.

Model Research Assignment to help you learn the CCO L and
start your literature review!

Model Research Assignment

Using the MS Word version allows you to create more space for your answers. The MS
Word version is posted on the “Instructional Handout s” page linked on the CCOL
HOME page and on http://www.cambridgecollege.edu/library/research.cfm

All handouts marked with an * can be found by: from the CCOL HOME page click
Instructions & Help , then click Instructional Handouts or go to
http://www.cambridgecollege.edu/library/research.cfm

Introduction: Doing these exercises will give you practice and fianity with the resources and
services of Cambridge College Online Library, and will tegmin lifelong information literacy skills
for finding and evaluating information. If you search thei¢ you have chosen for your ILP, IRP or
other research paper, these exercises will give yourenigistart for your research and Literature
Review!
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For instructions for using all the features of CambridgeCollege Online Library, see thd&How to
Use Cambridge College Online Library Handbook

For APA instructions, click APA Style Instructionsom the CCOL HOME page, or see the
Publication Manual of the American Psychological Associat&hedition) or other APA
publications.

Exercise #1: What are you researching?
Depending on your instructor’s assignment, what is your resgch topic, research question,
problem statement, or thesis statement® doesn’t matter which format you use as long as yawk
what you are looking for.
Hints:
A research topicmight be:parent participation in the elementary school

A research questionmight be:How can parent participation in the elementary school be increase

A problem statementmight be:Only 10% of the parents at my elementary school have ever sery
any volunteer capacity. Without increased help, many programs cannot continue.

A thesis statemenusually has three parts: topic, opinion, and supporting angisirieor example,
here are two thesis statements on the same topithdyuhave a different opinion and arguments:

Parent participation in the elementary school can be increased by inggitistimal programs, having
support from the school administration, and cooperation from teachers.

Parent participation in the elementary school cannot be increased due toflaciding,
discouragement from administrators, and resentment from teachers.

Write your research topic, question, problem statement, othesis statement here:

What search terms will you use? Try to list at least three.

d?

ed in

Exercise #2 Finding a scholarly article usindeEBSCOHost Find It Fastin CCOL

EBSCOHost Find It Fadets you simultaneously search all our databasest y®tar search at
EBSCOHost Find It Fasin the CCOL HOME page.

Find a full-text article from a scholarly journal using EBSCOHost Find It Fastto fill in the
information below. If you get a citation-only result that interests you, keep a record of it for
Exercise #6:
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Search terms that worked

Search terms that didn’t work

Title of article

Author(s)

Name of periodical

Date Volume Issue Page Numbers html or pdf?

What are the author’s credentials?If it isn’t in the article, run a google search.

What are the periodical’s credentials? How do you know it is “deolarly?” If it isn't in the article,
run a google search. A periodical that doesn’t have aitgdims questionable credentials. For help
determining if it is scholarly, see the handbiaiw to Identify and Read a Scholarly Article or Bdok
Give the complete APA citation as it will appear in the Rierences page:

Write a sentence quoting or paraphrasing from this source, ith in-text citation:

This article includes content that is (check as many as ataue):

___description and results of a research study

___background or history of the topic

___consequences of the topic

___theory on the topic

___literature review of the topic
___other?

How will this item be relevant to your question, problem, orthesis statement? How will you use
this information in your paper? For example,

Will it provide the background, history, or consequences optbblem for your problem statement?
Does it provide solutions that will lead you to your owseach or project?
Will you use the theory to understand and argue your resgaestion, problem, or thesis statemen

Will you use the research study to prove that your ptaeresearch is based on proven informatio

t?

n?

Will the literature review help you find more informatiandupport your research or project?
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How will this item be relevant to your question, problem, orthesis statement? How will you use
this information in your paper? For example,

Will it provide the background, history, or consequences optbblem for your problem statement?
Does it provide solutions that will lead you to your owseach or project?

Will you use the theory to understand and argue your resgaestion, problem, or thesis statemen
Will you use the research study to prove that your pta@eresearch is based on proven informatio

Will the literature review help you find more informatiandupport your research or project?

L ?

Exercise #3 Finding a Book in the Ebrary Electronic Books cadlction

There are more than 43,000+full-text books in the Cambi@igkege Online Library. For instruction
for Ebrary Electronic Books sé¢ow to Use CCOL Handbook.*

The Ebrary Electronic Books collection can be searétoed EBSCOHost Find It Fasor from the
CCOL HOME page cliclbirect to Databaseghen clickEbrary Electronic Books

Find a relevant book in the collection Because this book collection is relatively small, bbek
might have to be more general than your topic. For el@nigyour topic is “parent participation in th
elementary school,” the book might be on the cunpeablems in America’s elementary schools.
Search terms that worked:

Search terms that didn’t work:

Title of Book

Author (s)

Publisher

Date Place of Publicatio Edition

What are the author’s credentials?If it isn’t in the article, run a google search.

How do you know the book is “scholarly?”If it isn’t in the book, run a google search. For help
determining see the handddibw to Identify and Read a Scholarly Article or Bdok

Give the complete APA citation as it will appear in the Rierences page:

2

e
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Write a sentence quoting or paraphrasing from this book, within-text citation:

This book includes content that is (check as many as aneie):
___description and results of a research study
___background or history of the topic

___consequences of the topic

___theory on the topic

___literature review of the topic

___other?

How will this book be relevant to your question, problem, oresis statement? How will you use
this information in your paper? For example,

Will it provide the background, history, or consequences optbblem for your problem statement?
Does it provide solutions that will lead you to your owseach or project?

Will you use the theory to understand and argue your resgaesion, problem, or thesis statemen
Will you use the research study to prove that your pta@eresearch is based on proven informatio

Will the literature review help you find more informatiandupport your research or project?

L ?

Exercise #4 Finding information from an original Web page
There’s a lot of information on the web, some dfighly credible and some of it highly incredible.
The most credible original web pages are usually on tée sf credible organizations such as the
National Education Association or American Counselingogsation. To help you evaluate, see the
handoutChecklist for an Informational Webpage.*

On the web, it is sometimes hard to tell whether ax@uilooking at original webpage content written
just for the web, or material that was already pubtishea periodical and then posted on the web.

Search until you find a page that does not indicate that is from a periodical posted on the web,
so that you can get practice evaluating information on an original wepage.

Search terms that worked:
Search terms that didn’t work:
Title of page

Author(s)

Name of organization
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Date you retrieved it Date on the p@geh as copyright or “recently updated” date)
URL of page:
What are the author’s credentials?If it isn’t in the article, run a google search.

What are the organization’s credentials? Look for an “About Us” type page for the websitefor
help determining if it is scholarly, see the handout “Howudentify and Read a Scholarly Article or
Book.”

Give the complete APA citation as it will appear in the Rierences page:
Write a sentence quoting or paraphrasing from this webpage, th in-text citation:

This webpage includes content that is (check as many as dree):
___description and results of a research study

___background or history of the topic

___consequences of the topic

___theory on the topic

___literature review of the topic

___other?

How will this webpage be relevant to your question, problenpr thesis statement? How will you
use this information in your paper? For example,

Will it provide the background, history, or consequences optbblem for your problem statement?

Does it provide solutions that will lead you to your owseach or project?

Will you use the theory to understand and argue your resgaeshion, problem, or thesis statement ?

Will you use the research study to prove that your pta@eresearch is based on proven informatiop?

Will the literature review help you find more informatiandupport your research or project?

Exercise #5 Using WorldCat to locate a book or journal in print form
WorldCat tells you which local library has the book arrjmal that you want. Use WorldCat when yq
cannot find the full-text journal or book online, or dyywant to see the print version. For instructio
for finding and using WorldCat, sétow to Use Cambridge College Online Library Handbook.*

If you did not find an article you wanted in full-text ardiin your previous searches, search for the
issue of the journal that contains it using WorldCaar&e by the title of the journal, not the title oét
article.) Or, use your search terms to find a relefsank in a local library that you would like to see

Title of Book or Journal

u
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Author (s)

Which local library(s) open to the public has the jourssiie or book?

Exercise #6 References Page

APA requires a page called “References” which givexdmplete citations of all the books, articles
webpages, brochures, films, or other media that you duptgaphrased, or otherwise cited in your
research paper. This allows the reader to locate aldate your sources of information. The
References page gives your work credibility.

For instructions for making a References page, fron€@®L HOME page clicknstructions & Help
then click APA InstructionsOr see he Manual of the American Psychological Associat{6f
edition).

Since you haven't written your paper yet, you don’t know if you will cite all the sources you
found for these exercises, but just for practice use &m all to create a References page which
contains:

- An article from an online scholarly journal

- A book from Ebrary Electronic Books

- An original web page

- A book or journal article you located in print inceél library using WorldCat

* All handouts with a * referred to in this assignment can be found by: from the
CCOL HOME page click Instructions & Help, then click Instructional Handouts
Or go to http://www.cambridgecollege.edu/library/research.cfm

That's the end of the Model Research Assignment! Congralations for learning lifelong skills
for research and information literacy and for getting a headstart on your ILP, IRP, ARP, or
other research paper.




Plagiarism and Copyright Issues

Plagiarism Policy of Cambridge College
From the Cambridge College Academic Catalog, 2006-2(007223:
“Academic Integrity

Students are expected to maintain integrity in all academic work. They will not attempt to get
grades by any means other than honest academic effort. All work must be completed by individual
students except for group projects. It is not permissible to hand in the same work for different
courses.

Plagiarism is the use of another’s work, thoughts, or language without giving credit. Cambridge
College students will not summarize, copy, or use the work of another person or source without
proper acknowledgement. Plagiarism is dishonest and a serious academic offense.

Any breach of academic integrity is grounds for a grade of No Credit in academic courses and/or
dismissal.”

Copyright Policy of Cambridge College

Please be aware that many people have misconceptions about what is legally permitted in a classroom
setting, including the concept “Fair Use.” “Fair Use” is an extremely limited category. To see a list of what
is permitted, go to http://www.copyright.com/Services/copyrightoncampus/basics/fairuse_rules.asp

For more information and to test your copyright knowledge, see
http://www.copyright.com/Services/copyrightoncampus/

Cambridge College has a posted copyright policy which must be followed. Cambridge College will not
represent or compensate faculty or students who break copyright permission laws. To see the entire

policy:

From the CCOL HOME page, click Instructions & Help, then click Instructional Handouts
In the “Writing Research Papers” section near the bottom of the page, see the link Copyright
Permission, Policy, and Procedures of Cambridge College

Note: Use of the Copyright Clearance Center account described in the Copyright Permission,
Policy, and Procedures handbook is restricted to current Cambridge Colleg e faculty. Students can
go to Copyright.com at  http://www.copyright.com/ _ to create their own individual account and pay
with their personal credit card.

If an instructor has asked you to provide copyrighted material for your class, please ask your instructor to
obtain the copyright permission using the Cambridge College account.

APA Style and Writing Issues

Writing Citations in APA Style for Cambridge College Stucents

For a summary of relevant rules for APA style:
From the CCOL HOME page, click Instructions & Help, then click APA Instructions or go directly
to the APA links on http://www.cambridgecollege.edu/library/research.cfm
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For more detail, see the Publication Manual of the American Psychological AssociatMost libraries have a
copy. The most recent edition is 2009. For more details go to http://books.apa.org/books.cfm?id=4200061

For individual help with APA and other documentation and formatting questions, see a Writing Support
Center writing tutor or your seminar leader.

Writing Instruction Handouts Online for Cambridge C ollege papers
Handouts specifically for Cambridge College students currently include:

Everyone Can Have a Successful ILP, IRP, or Reseap#r Experience

Handy All-purpose IRL/Research Paper Hints!

Is Your ILP or IRP Ready to Be Passed?

These handouts can be found by: from the CCOL HOME page click Instructions & Help, then click
Instructional Handouts or go directly to http://www.cambridgecollege.edu/library/research.cfm

Where Can | See Sample ILP, IRP, or CAGS ARP?
Neither Cambridge College library services nor any traditional library provides samples. Your degree

program'’s department is responsible to provide samples. Please ask your seminar leader or call your
department office.

Occasionally a department approves a sample and makes it available to the CCOL. If so, it is posted
online at
From the CCOL HOME page, click Instructions & Help, then click Instructional Handouts
Scroll to the section “M.Ed., ILP and CAGS”

Note: your individual seminar advisor will be deciding whether your paper is acceptable, so be sure to ask
your seminar advisor for their personal standards and samples.

Contact the Writing Department

Information about Academic Support Center writing tutors at some campus sites can be found in the
Student Services section of the Cambridge College public webpage at
http://www.cambridgecollege.edu/students/services.cfm

For information about support at other sites, please contact Cecilia Cull, Director of Writing & Student
Academic Support Services, (617) 873-0191.

For English as Foreign Language Students

For the most current information on tutorials, dictionaries, translation tools, and content in non-English
languages, from the CCOL HOME page click Research Tools, then click “EFL Tutorials, Dictionaries, and
Translation Tools.”
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Recommended reading and websites, not specific to
Cambridge College

Library, Research, and Information Literacy skills instruction
From the CCOL HOME page, click Instructions & Help, then click Information Literacy Tutorial

What are more places to review and build my librar vy, research, and information literacy skills?

Review basic information literacy skills at the self-instructional tutorial at
http://www.webs.uidaho.edu/info_literacy/modules/module1/1 0.htm

Learn APA style at http://www.apastyle.org/learn/

“Basic Research Methods” free course online: “Unit overview: This unit covers basic research
methods in an easily accessible way, and includes research tips and pros and cons for each
method. It also takes participants through a step-by-step approach to planning research.”
http://www.oercommons.org/courses/basic-research-methods

Taking lecture and class notes tutorial http://www.dartmouth.edu/~acskills/success/notes.html

Critical thinking skills http://www.sjsu.edu/depts/itl/

Writing research papers http://owl.english.purdue.edu/owl/

Literature Review Tutorial http://www.library.american.edu/Help/tutorials/lit review/index.html

Research Methods in the Social and Natural Sciences
http://www.mcli.dist.maricopa.edu/proj/res meth/

“How to do statistical research” tutorial

http://www.library.american.edu/Help/tutorials/stats/index.html

Web Center for Social Research Methods http://www.socialresearchmethods.net/

Social Sciences Research Methods Tutorials

http://www.socialresearchmethods.net/tutorial/tutorial.htm
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How can | find full-text books in the CCOL on how t o do research?

From the CCOL HOME page click Direct to Databases, then click Ebrary Electronic Books. In the
Ebrary Electronic Books collection, do the following:

Use the Advanced Search:
Put these terms in the Title field (click right arrow on left search box to reveal Title option)

(0]

(0]

(0]
(0]

“gualitative research” brings up many books such as: Successful Writing for Qualitative
Researchers by Peter Woods

“academic writing” brings up many books such as Doing Academic Writing in
Education: Connecting the Personal and the Professional by Richards and Miller
“dissertation” for books on writing dissertations

“education research” or “psychology research” or “business research” or “management
research” or “health research” for books on how to do these

Give Your Opinion! Online Survey in CCOL

From the CCOL HOME click Give Your Opinion to take a brief survey that lets us know what you think of
CCOL, our traditional library arrangements, and the instruction for these. Your opinion is invaluable in
improving out library services, so please take a few minutes to let us know your opinion.

Cambridge College hopes you have found this handboo k useful.

Please send feedback to maida.tichen@cambridgecoll  ege.edu



