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Using the Library at Mott Community College



This worksheet is designed to guide you through the typical steps of gathering information for a research paper you may be required to write for an English, History, or Psychology class.  Learning how to locate information is a valuable skill, not only for your academic career, but for your life.  When you break down the research process into manageable steps you have the tools you need to inform yourself on any topic, issue or concern that is of interest to you and your family.

PART 1:  GLOSSARY  Terms in “quotation marks” are unique to Mott Community College
Card Catalog:  A collection of cards housed in sets of small drawers which represent the items found in a library.  The cards are organized by “Author,” “title,” and “subject,” and usually separated into three distinct sections.  Since the advent of computers the item’s information is stored in electronic “records.” These electronic databases replicate and expand on the card catalog system.
“Library Catalog:”  Mott Library’s card catalog is an electronic database which is accessible on the internet from our library homepage, www.library.mcc.edu.  One of the advantages of the electronic version of the card catalog is the ability to perform a “keyword” search, either specifically by author, title, and subject, or by general keyword.

Call Number:  A combination of letters and numbers assigned to each book.  The call number “classifies” the subject of the book so that similar items will be shelved together.  The example on the right illustrates a typical call number as it will be displayed on the book’s spine.  When locating the book, work with one line at a time.  First, locate the “TK” section on the library’s second floor.  Once you find the TKs, look for the number on the second line.  When you have found the correct area, then look for the letter at the beginning of the third line, and so on.


TK

5105.888

.B476

1999
“PALnet:”  PALnet is a library consortium of which Mott Library is a member.  Member libraries of PALnet work together to share the cost of the electronic library catalog.  Our member libraries are Kettering University, Baker Colleges of Michigan, and Mott.  If our library catalog had a nickname, we would call it PALnet.

Citation:  Identifies source material or information.  Complete citation information includes title, publisher, date, and author if one is named.
Periodical:  Any publication that is issued on a regular basis, usually at least twice a year. Magazines, scholarly journals, and newspapers are types of periodicals.

Periodical Index:  A periodical index is a guide to the contents of periodicals. Some periodical indexes are general in coverage while others focus on a particular subject like health, business, or education. Periodical indexes are arranged by author or subject. You would use a periodical index to locate articles about a certain topic or by a certain author.  The index provides complete citation information. Periodical indexes are available in paper, electronically, or both.

“Online Resources:”  Mott Library’s collection of periodical indexes that are accessible on the internet from the Mott Library homepage.  To access the Online Resources while off campus, students must be actively enrolled, and enter the barcode number found on the front of their Mott ID card.

Database:  Although it is more correct to identify the library catalog as a “catalog” and a periodical index as an “index,” we frequently use the term “database” when we mean either the catalog or an index.  Therefore, “library database” is the same as the library catalog.  A “periodical database” or “magazine database” is the same as a periodical index.
Cautionary statement:  When completing this worksheet what you see may be different than described.  Although every attempt has been made to present an accurate portrayal of what you will see as you explore the following exercises, the technological world we live in is fast paced and ever changing.  Expect change!

Part 2: MCC Library Policies and Procedures
Fill in the required information:

1. What is the web address for the Mott College Library?


Library hours (check current semester)   ____ Fall   ____ Winter   ____ Spring   ____ Summer


Monday



Tuesday



Wednesday



Thursday



Friday



Saturday



Sunday


2. What would you use to see if Mott Library owns a book on a particular topic?

3. What number is required to access the Online Resources from off campus?

Part 3: FINDing Information – books
When you begin researching a topic of interest, you might want to compose a list of words or phrases that are closely related.  You could identify these terms into three categories:  broad, narrow, and related.  For example, consider the topic of Michigan’s snapping turtle.  A broad term would be “turtles,” narrow terms would be “snapping turtles” and “turtles—behavior,” and related terms would be “freshwater turtles” and “box turtles.”  Often you will need to use a broader term when looking for information in books, and then use the book’s index to find information about your narrower term.

In this section you will learn how to use encyclopedias for an overview and the “library catalog” to find books on any given topic.  This begins the process of gathering information, and maps out the steps needed  to prepare for a well researched paper, one that you may be required to write for your English, History or Psychology class.  

CHOOSE A TOPIC:

Circle the topic of interest to you, or write in your own idea for research.  You will use this topic throughout the worksheet to complete the questions.  

a)  Global warming

b) Eating disorders

c) 
Identity theft

d) _______________________________ 

(fill in the blank)

1. Reference Books

One resource for information is reference books, such as encyclopedias, almanacs, and dictionaries.   The Reference section of the Library is on the first floor near the Reference/Information Desk.  The books in this area are good for general information or overviews on a subject.  Sometimes information will be in more than one type of reference book.

Be sure to use the index of the reference book to explore all entries related to your topic.  In multi-volume sets, this is usually found in the last volume.  The index will often refer you to another term.

Choose one of the following titles and check its index for your topic and answer the questions below.

World Book Encyclopedia

REF.

AE
5
.W92
(current edition)


Encyclopedia Americana

REF.

AE
5
.E333
(current edition)


Britannica 

REF.

AE

5

.E363

(current edition)
1. Which encyclopedia did you choose?

2. What terms for your topic did you find in the index?


3. Identify the volume(s) and page number(s) suggested by the above index terms



4. Summarize the information of the __________________________(index term) in the section you read





2. SUBJECT BOOKS-- PALNEt  (Library Catalog)

Using a computer with access to the internet, navigate your web browser to the library’s homepage, www.library.mcc.edu.  To begin your search, click on the “Library Catalog.” 
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The catalog opens to the default “Keyword Search,” allowing you to choose between Subject, Title, Author or Keyword(s) anywhere.  The cursor should be blinking in the Subject box when the system is ready.

In the subject field box type in the topic you have chosen and then press <Enter> or click the FIND button.
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You will see a list of books that match the subject keyword search of ____________________________ (fill in your search term).  There are several libraries on the PALnet system, including Kettering University and Baker College of Michigan.  To find which items Mott owns, you can scroll through the entire list for those titles that have a Mott logo [image: image1.jpg]


 , OR you can use the “Limit By” box in the upper right of the screen.  Click on “MCC Library,” then click the arrow button to the right of the limit box.  The computer will filter the list and only display the items that Mott Library owns.
Choose one of the books that Mott Library owns by clicking on the title of the book, and answer the following questions:
5. What is the title of the book?


6. Who is the author?


7. What is the call number?  (under Copy/Holding information) 
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As you look at the complete information about the book, off to the left are the subjects under which the book was cataloged.  These are active links to the catalog, printed in blue.  If the book you selected is useful for your topic, it may have other subjects or narrower topics listed with which to search for more material.  If you click on one of these subjects the computer will take you from keyword subject searching to the very specific “subject starts with” search.  You will be given an alphabetical display beginning with the subject you selected, followed by narrower topics and see also references, as appropriate.  Each of these subjects will display how many titles match that subject description.  This display is the equivalent to the subject drawers of the card catalog system of the 19th and 20th centuries.
8. List up to three subjects (if available) of the book you chose  



9. Click on one of the subjects on the left.  When you do this, the results are items owned by all of the libraries in the PALnet consortium.  Choose a title, and write the title here.  


10. Which libraries own this book? (Look for an “Other Locations” button)  



Part 4: FINDing Information -- periodicals
3. Periodical Indexes—Mott’s Online resources

Periodical indexes are tools to help you locate articles about your topic that have been published in many magazines and journals.  Paper indexes for periodicals will list information about individual articles by subject or author only.  When you use Mott’s Online Resources you have the added ability to search for information by keywords, often combining different concepts for results that do not have an easily defined subject heading.  In general, databases will allow you to search by author, title, subject and keywords, just as in the library catalog.  Be sure to ask a librarian for help as you explore our online resources for your information needs.

Use a computer to access the internet and navigate to the Library’s webpage, or use the web address, www.library.mcc.edu.  When off campus, you must authenticate to gain access to the Online Resources, and will be prompted to enter the 14 digit number above the barcode on your Mott ID card.

General Reference Center Gold

On the library’s homepage, www.library.mcc.edu, click on the Online Resources button.  If prompted, enter your 14 digit barcode number from your student ID card.  You should see a list of databases to which Mott Library currently subscribes.  Select “Thomson-Gale Power Search.”  Now you have a list of available databases from Thomson-Gale with a description of the types of information found in each.  Although you may select multiple databases to search, for now, find “General Reference Center Gold” in the list and click on the title or the icon.  Answer the following questions:
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1.  General Reference Center Gold opens with a basic search option.  Which search option has been preselected for you?  Circle one:

a)  Subject 
b)  Keyword
c) Entire document

2.  The basic default search is same as the “Home” link on the gold banner.  Thomson Gale provides three additional search types.  Identify the three here:

a)

b)

c)


Select “Browse Subjects”, type in your topic and press <Enter> or click the “GO” button.
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You will see matching subject terms in the center.  Your topic should be the first term listed.  On the far right of the table you will see the number of articles within your matching topic.  At this point, you have the 3 options:

a) view all the articles by clicking on the main topic,  

b) narrow your topic by clicking “(View Subdivisions,” or 

c) see related terms by clicking “Related Subjects.” 

If the number of results of the main topic is very high, it is helpful to examine the narrower terms, the “Subdivisions.”
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Click the plus sign in front of “View Subdivisions” below your topic.  A list of subdivisions will appear along with the number of articles after each heading.  
Click a subdivision that indicates 20 or more articles.  The next page, “Search Results,” displays the full citation information of the items within that subdivision.  You should see a tabbed display grouping the results into “Magazines,” “Academic Journals,” “Books,” “News,” and “Multimedia.”  Magazines will be highlighted (different color tab) indicating the material type of the list you see.  Use the results to answer these questions:
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3.
Write in the topic and subdivision you chose:

(This is easily found on the right, enclosed in parentheses.)
4. Write down the title of an article.  

5. Who is the author?

6. What is the name of the periodical it appeared in?

7. On what date was it published?

8. What type of publication is the above article  (circle one)     

a)  Magazines 
b)  Academic Journals 
c)  Books  
d)  News 
e)  Multimedia

On your search results page you will see icons below the citation information of the articles:


[image: image2.jpg]


(Citation)
[image: image3.png]


 (Abstract)
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 (Full-text)
[image: image5.png]


 (Full-text with graphics)

If the icon under an article citation is [image: image6.png]


 “Full-text” or [image: image7.png]


 “Full-text with graphics” the complete article is available on the computer.  You may read the article, print it, download or email the article to yourself.  If the icon under an article citation is [image: image8.png]


 “Abstract” or [image: image9.jpg]


 “Citation”, then the text of the article is not available on the computer.  To read one of these articles you will need to see if the Library subscribes to the magazine or journal in paper form.  Periodicals, such as magazines and journals to which Mott Library subscribes, may be found in the Library Catalog.  Simply type the title of the periodical you are seeking in the “magazine” search box.

If the Library subscribes to the periodical, you should find it on the first floor, shelved alphabetically by the name of the periodical.  If the periodical is not owned by the library, but you still wish to read the article, check with the Reference Librarian about alternative ways to obtain a copy.

9. Find an article that has the icon [image: image10.png]


 “Citation” below it.  What is the name of the magazine or journal?
· Click on the title and describe what you see.


10. Find an article that has the icon [image: image11.png]


 “Abstract” below it.  What is the name of the magazine or journal?



· Click on the title and describe what you see.




11. Does the Mott Library subscribe to the periodical you identified in question 9? 


12. Does the Mott Library subscribe to the periodical you identified in question 10? 


13. Find an article that has the icon [image: image12.png]


 “Full-text” below it.  Read through the text of the article and summarize.  


14. Find an article that has the icon [image: image13.png]


 “Full-text with graphics” below it.  What is the difference between the article found in question 12 and this article?


OCLC FirstSearch

OCLC FirstSearch is a database of over 25 indexes, many specializing in a specific discipline.  To effectively use OCLC FirstSearch, you should first identify which index to use, just as you did with the Thompson Gale PowerSearch.
Using a computer with access to the internet, go to the Mott Library web site, www.library.mcc.edu.  Click on the Online Resources button, and then choose “OCLC FirstSearch.”
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Click on the tab “List All Databases.”  This will give you an alphabetical list of the indexes to which Mott Library currently subscribes, with a quick description of its coverage or topic.  The index we will use is “Wilson Select Plus,” which provides full-text articles in the fields of science, humanities, education and business.  Select the WilsonSelectPlus 

index by clicking on the title.

Accessing WilsonSelectPlus in this manner takes you to the “Advanced Searching” option, which provides several different ways to limit your search.
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Type your topic in the first search box.  The box immediately to the right should say “Keyword.” Use the drop down menu and choose “Subject” or “Subject Phrase” and then click the “Search” button.  You should then see a list of results for your search.

For each item you have the complete citation information—the article title and author, and the title of the magazine or journal, the date, volume, and page numbers.

Choose an article and click on the blue words of the article’s title.  This takes you to the full bibliographic data of the article with a standard display to easily identify the information.  Often, you will see an abstract that describes and summarizes the article.  Answer these questions:[image: image23.jpg]Browse Subjects
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1. What is the title of the article you have chosen?

2. Who is the author?

3. What is the title of the magazine or journal?

4. On what date was it published?

5. Click on the “View Full Text in HTML format.”  Read through the text of the article and summarize what it says


6. Click the return button in the upper right corner.  Now select “View Full Text in PDF format.”  Describe the differences that you see between the two formats (PDF and HTML).  


Part 5:  Other Sources of Information
CQ Researcher

The CQ Researcher is a weekly publication devoted to one subject per issue of general interest to citizens.  It provides an overview of the subject, a chronology of events pertaining to the subject, a pro and con view of the subject and some avenues for further research.  Ask a librarian for assistance in locating the volumes.

The weekly issues of the CQ Researcher are put into a binder shelved at the end of the set.  At the end of the year we receive a bound edition of all the year’s issues.

First, check either the current paper index or the index at the back of the most recent bound volume for your topic.  For the most up-to-date version of the index, use the internet and navigate your browser to:  www.cqpress.com/docs/cqrindex.pdf.  During recent years there may not have been an issue devoted to your topic, but it may have been discussed in an issue on a related subject.  Answer these questions:

1. Which topic did you find in the CQ Researcher index?

2. To which date and page number does the index refer you?

3. Find that date/page.  Summarize what is said about the topic. 

The Internet

Many people search the internet using well-known search engines, such as Google, Yahoo, MSN, AltaVista, Ask, etc.  When searching the internet, care should be taken to choose a reputable source.  If you are looking for information about skin cancer you want to be sure the website is accurate and timely, and compiled by experts in the field, such as oncologists and dermatologists.  Many websites do not have a review process that will ensure the information is accurate.  Be careful about believing everything published on the internet.  For an example of a credible looking website that is actually a hoax,  take a look at www.malepregnancy.com.

If you are not sure that you can trust the information you retrieved on the internet, there are other places to look.  Librarians, the professionals that seek to organize information for easy retrieval, have been “indexing” the internet since the 1990s when the World Wide Web was born.  Three reputable online libraries are:

1)  www.mel.org   MeL—Michigan eLibrary (State of Michigan)

2)  www.ipl.org   IPL—Internet Public Library (University of Michigan)

3)  www.lii.org   LII—Librarian’s Internet Index (California)

Navigate your web browser to www.mel.org.  On the left side of the webpage are quick navigation links and “gateways.”  Click on the link for “Tests and Tutorials,” and answer the following questions:

4. What is the main purpose of this website?  

5. Who can use the website?  

6. What information is required to register and create an account?  

Navigate back to the main MeL.org homepage at www.mel.org.  In the main center of the page are five main areas:  

a) MeL Databases

b) MeLCat

c) MeL Michigana

d) Featured Resources

e) MORE—Michigan Online Resources for Educators

Click on the link for MeL Databases and answer the following questions.

7. What is the main purpose of this website?  

8. MeL Databases shares a significant similarity and function as the  

9. _____________________________________   (two words) page of the Mott Library. 

10. Scroll down to the “ChiltonLibrary.com” and click on the link to access the database.  Describe the purpose of this database.  

Be sure to visit MeL.org if you experience any problems accessing Mott’s Online Resources.  This resource is available to residents across the state of Michigan using your state ID number.  In fact, nearly 50% of the databases available on Mott’s Online Resources are available to us because of MeL.



As you think about a research paper for your English 101 or 102 class, or have been asked by a family member to find information about an illness or disease, imagine using the same steps outlined above.  First, try to find information in a general encyclopedia, or for more in depth coverage, a specialized encyclopedia.  Make a list of keywords and terms that are both broad and narrow in focus.  Check the catalog to see if the library has any books on the topic.  If none are available on the narrow topic, try to find books on the broader topic.  Then use the book’s index to reference the narrower term.  Check magazines and journals using the same narrow and broad topics, following related topics as needed.  And always ask your librarian for assistance!

�  �
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