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 [TOC QUOTE]

[“A computer does not substitute for judgment any more than a pencil substitutes for literacy. But writing without a pencil is no particular advantage.” Robert S. McNamara]

[GRAPHIC Titles BELOW THE Portals]

Title for Portal 1: [Research, Write, Publish]

Title for Portal 2: [Think Critically with Data]

Title for Portal 3: [Teacher Guide]

Title for Portal 4: [Parent Guide]

Description is the first step toward understanding. Describe with Technology creates opportunities to engage students in learning with technology across the curriculum. Students research complex topics, write narrative essays describing their topics, and produce publications based on their narratives. Describe with Technology increases technology literacy and cultivates responsible digital citizenship as students learn the power of description.

Describe with Technology includes two projects designed to support sustained inquiry into big ideas in the core curriculum. Research, Write, Publish enhances creativity and develops research and communication skills. Think Critically with Data encourages collaboration and critical thinking while improving data analysis skills. Students may explore the projects independently, but most students benefit more when they are guided by teachers and supported by parents.

Research, Write, Publish >

Students research complex topics and write fictional narratives about real events from the point of view of an imagined character. Then, students identify interested audiences for whom they design and publish brochures based on their fictional narratives. 

Think Critically with Data >

Students research complex topics before collecting and analyzing opinion data on their topics. Then, students write nonfictional narratives reporting on different points of view as objective observers and publish their narratives in newsletters. 

Teacher Guide >

Teachers plan innovative learning experiences in which students acquire technology literacy while exploring big ideas in the core curriculum. Teachers use research-based instructional strategies to facilitate student research, narrative writing, critical thinking, and publication.

Parent Guide >

Parents become familiar with the research, narrative writing, critical thinking, and publication skills that students learn in school. Parents encourage technology literacy by providing opportunities for students to share their learning and apply their new skills at home and in community.  
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Project Overview

How much do you know about technology? Technology is all around us. It provides powerful tools for writing and research. We use it to share our knowledge with others. What you know about technology is important. What you can do with technology is even more important!

The Research, Write, Publish project is about using technology for learning. It helps you develop the skills you need to use technology effectively. You can use these skills for the rest of your life. In this project, first you learn about a topic that interests you. Then, you write a narrative essay about the topic. Finally, you publish your narrative essay.

In this project:
· Use literary elements in the narrative writing style

· Use the Internet to research an important topic

· Use the writing process to tell a story about your topic

· Use desktop publishing to share your story with an audience

Narrative Writing >

The narrative writing style involves telling an interesting and meaningful story. A well-written narrative essay makes a story come alive. Readers can visualize what happens in the story as they read the essay. What is the secret to writing a good narrative? Writing a good narrative has no secrets! Learn to use literary elements, and you can write a narrative essay that tells an interesting and meaningful story.

Online Research >

Do you ever have a need to know? No matter what we do in life, we always encounter questions. Research is finding the best answers to questions that really matter. You can find a lot of information on the Internet, but is it reliable information from credible sources? Good online research skills help you to be successful in school, work, and life. Learn the skills you need to use the World Wide Web for research.

Writing Process >

Are you ready to write a narrative essay? Most successful writers work through a process to help them write the best story possible. The best stories are carefully planned, creatively drafted, thoroughly revised, and strictly edited. The writing process can be used for all types of writing in school, work, and life. Learn how to use the process to tell the best story you have ever written!

Desktop Publishing >

How can you share what you learn with an audience? You worked hard to research your topic and tell an interesting and meaningful story. Desktop publishing provides technology tools that make sharing knowledge with an audience possible for everyone. Many successful writers know how to use technology tools to publish their work. Learn how to determine your audience and publish your narrative essay for them.
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Checklist: Before you begin, review the checklist for this module. Use the checklist to make sure that you complete all the tasks for each activity. 

See the checklist >
Rubric: Before you begin, review the rubric for this module. Use the rubric to help you understand what is important to know and do. 

See the rubric >
Big Idea

A narrative essay tells an interesting and meaningful story. You can tell a story about something that happened to you. You can also research something that happened to someone else and tell a story about that person. A well-written narrative makes a story come alive. Readers can visualize what happens in the story as they read the essay. What is the secret to writing a good narrative? Writing a good narrative has no secrets! Anyone can write a good narrative.

In this module:

· Learn how to tell a good story in a narrative essay

· Understand more about how the Internet really works

· Read powerful examples of narrative essays on the Internet

· Select a topic for your own narrative essay

· Learn about your topic by writing effective interview questions

Activity 1: Narrative Style >

Do you know how to tell a good story? The narrative style of writing helps make a story interesting and meaningful. You can write a narrative essay from personal experience or from research. Learn what makes a good narrative essay.

Activity 2: Internet Basics >

What is the Internet? You may have heard the word Internet a thousand times. But do you really know what it means? If you want to know how the Internet works, you have to understand what it is. Learn more about the Internet so you can use it more effectively.

Activity 3: Literary Elements >

Have you ever read a story too powerful to forget? Learn how literary elements help make a story memorable and interesting. Read a narrative on the Internet and analyze the story’s literary elements. 

Activity 4: Topic Choice >

Can you understand other points of view? Sometimes, understanding other people can be hard. Researching and telling a story about something that happened to someone else is a great way to learn about other people. Choose a topic for your narrative essay.

Activity 5: Interview Questions >

How can you understand another person’s point of view? One effective way is to ask questions. When you ask a person a series of questions, it is called an interview. An interview can be either with a real person or an imaginary character. Learn how to write good interview questions.

Look Back >

Reflect on what you learned in this module. Are you ready to research your narrative essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your narrative topic and interview questions. Talk about what you learned and how you did your work.
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Checklist for Narrative Writing

Checklists can help you keep track of your work. Use the following checklist to make sure you complete the task for each activity. If you have access to a printer, you may want to print the checklist for reference as you work through the activities. Ask your teacher for help if you have any questions about the checklist. 

Activity 1: Narrative Style

Task: Narrative Analysis

· Read a personal narrative

· Open a new word processing document and type your name, date, and a title
· Explain why the essay is or is not a good example of narrative writing

· Give specific reasons that support what makes the essay a good (or bad) narrative

· Check the spelling and grammar of your analysis 

· Save your document

Activity 2: Internet Basics

Task: Internet Diagram

· Open a new word processing document and type your name, date, and a title
· Use clip art and the drawing toolbar

· Create a diagram that shows how: 

· The Internet is a network 

· Different networks are connected to the Internet

· Local networks are connected to servers

· Servers are connected to the Internet

· Save your document

Activity 3: Literary Elements

Task: Literary Elements Analysis

· Open a new word processing document and type your name, date, and a title
· Write one paragraph for each of the following terms explaining how they are used in a historical narrative:

· Plot 

· Point of view

· Characters

· Setting

· Theme

· Check the spelling and grammar of your analysis 

· Save your document

Activity 4: Topic Choice

Task: Narrative Topic Selection

· Open a new word processing document and type your name, date, and a title
· Choose a topic for a narrative essay

· Check that the topic you chose is:

· Interesting to you

· Interesting to other people

· Specific

· Write a few paragraphs to describe the topic, event, and main character, explaining:

· Why you chose the topic

· What you still need to know about the topic

· How the main character is identified

· What you still need to know about the main character

· Who the narrator is and the narrator’s point of view

· Check the spelling and grammar of your document  

· Save your document

Activity 5: Interview Questions

Task: Interview Questions

· Open a new word processing document and type your name, date, and a title
· Write at least four questions

· Make sure all questions:

· Are open-ended

· Relate to the topic

· Ask about the person’s involvement in the topic

· Ask about the person’s feelings about the topic

· Check the spelling and grammar of your questions
· Save your document

< Return to Narrative Writing
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The content on this page can be provided as a word and pdf document for teachers to download and read offline. If you choose this option, copy this page to a word document and save as NarrativeWriting_Checklist.doc

Additionally, please note that if you select this option, you will need to add a header to all Microsoft Word* documents and PDFs. 

Header:

Intel® Education Initiative

---------------------------------------------------------------------------------------------------

Technology Literacy

Example: http://download.intel.com/education/common/en/resources/TechnologyLiteracy/Describe/ResearchWritePublish/NarrativeWriting_Rubric.doc  

Specs: Verdana, size 7

Please save all documents and PDFs in the following folder structure: TechnologyLiteracy/Describe/ResearchWritePublish/

Note: If you decide that you do not want teachers to adapt the Microsoft Word or PDFs and use in their classrooms, you will need to add the legal and copyright footer to the documents. See the Teach Technology Literacy Script for details implementing a legal and copyright footer.
	View as Microsoft* Word
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Rubric for Narrative Writing

The main purpose of a rubric is to help you do your best work. Use the rubric to make sure you understand what you are expected to learn. Is all of your work best described by column 4? If not, what can you improve? If you have access to a printer, you may want to print the rubric for reference as you work through the activities. Ask your teacher for help if you have any questions about the rubric.

	
	4
	3
	2
	1

	Interview Questions
	All questions are open-ended.

All questions are relevant.
	Almost all questions are open-ended.

Almost all questions are relevant.
	Some questions are open-ended.

Some questions are relevant.
	Few or no questions are open-ended.

Few or no questions are relevant.

	Narrative Topic
	A narrative essay is the best way to approach the topic.

The topic is focused and interesting to most readers.
	A narrative essay is a good way to approach the topic.

The topic is focused and interesting to some readers.
	A narrative essay is one way to approach the topic, but it is not the best way.

The topic is focused but may not be interesting to readers.
	A narrative essay is not a good way to approach the topic.

The topic is too broad to be covered adequately.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.
Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly.
Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.
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Task: Read and analyze a narrative essay.

Goal: Show that you know what makes a good narrative essay.

You may want to review an example of a narrative analysis before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Have you ever told a story to someone? Did you capture the attention of your audience? Did they learn anything from your story? Being able to tell a story well is an important communication skill.

The narrative style of writing helps you tell an interesting and meaningful story. A narrative essay tells a story about events that someone experiences. You can tell a story about something that happened to you. You can also research something that happened to someone else and tell a story about that person’s experiences.

What can readers learn from a story? A well-written narrative uses personal thoughts to give a story more feeling. Specific details help readers visualize what happens in a story. A narrative essay should help readers understand the events in a story as if they were experiencing the events.

Next to Vocabulary >

[PRORAMMING INSTRUCTIONS]
The content below is available for translation and located on the Technology Literacy File Sharing site under the Content and Files Tab > Describe > Research, Write, Publish Examples

	Microsoft* Word
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	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Describe/ResearchWritePublish/NW_NarrativeStyle_Example.pdf
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about narrative writing. You can get a more complete definition of each term from Fact Monster*.

New Words

Character: A person in a story who can be identified by particular looks or behavior.

Descriptive: A type of writing that uses words to separate a person, place, thing, or event from other similar people, places, things, or events.

Dialogue: A type of writing that tells a story in the words of two or more characters who talk to each other.

Essay: A short written work that makes an important point about a particular topic.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Literacy: The ability to gather information and communicate knowledge, such as by reading and writing; the state of being literate.
Narrate: Tell a story.

Narrative: A type of writing that tells a story about events that someone experiences.

Narrator: The person who tells a story.

Objective: Able to put aside personal feelings and opinions. 

Third Person: A type of writing that tells a story by using pronouns that refer to a character or characters in the story, such as he, she, or they.
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Learning from the Web

Explore some Web sites about the narrative style of writing. Learn when and how to use the narrative style to write an essay.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about the narrative style of writing, keep those in mind too.

Guiding Questions

· What are some good reasons to write a narrative essay?

· When would narrative writing not be a good choice for an essay?

· How is a narrative essay different from other writing you may have done?

Web Sites

· Narrative Essays* from Fact Monster*

· Narrative Essays and Prompts* from The Five Paragraph Essay*

· Narrative Essay* from Essay Info*

· Narrative Writing Video* from Annenberg Media*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about narrative writing. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Why Narrative Writing?

An essay is a short written work that makes an important point about a topic chosen by the author. A narrative essay is a short written work that makes an important point by telling a story. The narrative style of writing is a good choice when you want to write about an important event.

A personal narrative tells a story about events the author experienced or witnessed. An author may also research the experiences of someone else and tell a story about that person. A well-written narrative essay includes carefully selected details that support, explain, and enhance the story.

A narrator is the person who tells a story. You may have someone in the story serve as the narrator. If so, write the story in first person. You may also narrate the story for your characters. If so, write the story in third person. First person may be friendlier, but third person may be more objective.

Here are some important points to remember about a good narrative essay:

· Personal thoughts show how people in the story feel about an experience.

· A well-crafted story makes an important point. 

· Specific details support the main point.

· Descriptive words help readers picture what happens.

· Dialogue makes a story come alive.

· If the essay is narrated by someone in the story, it should be written in first person, using I or we.

· If the essay is narrated by the author, it should be written in third person, using he, she, or they.
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What to Do

Complete the following task to show what you have learned about narrative writing. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a narrative analysis before you begin. 

Task: Read and analyze a narrative essay.

Goal: Show that you know what makes a good narrative essay.

See the example: Microsoft Word* or PDF

1. Read a sample narrative essay. You may choose one of the following personal narratives, or your teacher may assign one:

· Sample Narrative Essay* from Fact Monster*

· The Racist Warehouse* from The Write Source*

· Giving Life* from The Write Source*

2. Start a new word processing document. Always remember to type your name and the date at the top of the document.

3. Type a title for the document. You may want to include the title of the narrative essay you analyze, such as Narrative Analysis of ______________.
4. Write one or two paragraphs explaining why the essay you read is (or is not) a good narrative. Give specific examples of good (or bad) narrative writing in the story.

5. Check the spelling and grammar of your analysis.

6. Double-check your work by reading the document carefully one more time.

7. Review the checklist and revise your analysis to make sure it is complete. 

8. Save your analysis. Ask your teacher for help if you do not know where to save the file. Your teacher may also ask you to print or e-mail your file.

9. Share your analysis.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about narrative writing. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. A narrative essay is a good choice for which of the following purposes?

· Descriptive [Correct! A narrative essay is a good choice when you want to describe events that someone experiences.]
· Persuasive [Try again. A narrative essay may be persuasive, but that is not its main purpose.] 

· Expository [Try again. An expository essay should be neutral and objective.]
2. Who can narrate a story?

· Someone in the story [Try again. Any character can narrate a story, but another answer is better.]
· The author of the story [Try again. The author can narrate a story, but another answer is better.]
· Both of the above [Correct! The narrator can be the author or one of the characters in the story.]
3. Which of the following would make a good first sentence for a narrative essay?

· Trees prepare for a rest period by dropping their leaves when the weather becomes cold. [Try again. The author intends to explain rather than describe.]
· I suddenly felt a cold chill as I lay on the ground looking up at the falling leaves. [Correct! This sentence is descriptive and written in the first person.] 

· You should plant evergreen trees so you will not have to rake leaves in the fall. [Try again. The author intends to be persuasive rather than descriptive.]
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Task: Create a diagram that represents the Internet.

Goal: Demonstrate that you know the major parts of the Internet infrastructure. 

You may want to review an example of a diagram of the Internet before you begin.


See the example:
Microsoft Word* | PDF 
Key Concept

What is the Internet? You may have heard the word Internet a thousand times. But do you really know what it means? Some people think the Internet and the World Wide Web are the same thing. But the Web is only one part of the Internet. For example, e-mail and instant messages both use the Internet.

By the way, how do your e-mail and instant messages know where to go? How does your computer know how to find your friend’s computer? If you want to know how the Internet works, you have to know what it is. You have to understand the Internet infrastructure, the basic parts it must have to work properly. 

You may be asking yourself why you need to know how the Internet works. Have you ever tried to perform a task on a computer and it just would not work? A little knowledge can make a big difference. The more you know about how technology works, the more you can do with it. The more you know about the Internet, the more you can take advantage of its many resources.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about the Internet. You can get a more complete definition of each term from Fact Monster*.

New Words

Client: A computer or application that gets information from another computer or application through a network.
Cloud: A symbol that represents any number of hardware components, such as routers, in a network.

Firewall: A system that monitors a computer network to detect and block users who are not allowed into the network.

Infrastructure: The basic parts of a computer network that the network must have to work properly.

Internet: A network that connects millions of computers in more than 100 countries around the world.

Network: A system of computers connected either by wires and cables or wirelessly by antennas and towers.

Protocol: A set of rules that controls how computers on a network exchange information.

Router: A device that receives information from one computer or network and sends it to another computer or network.

Server: A computer or application that provides information to other computers or applications on a network.
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Learning from the Web

You probably are not surprised to hear that the Internet contains a lot of information about itself. Explore some Web sites to learn more about how the Internet works. 

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about how the Internet works, keep those in mind too.

Guiding Questions

· What are the major parts of the Internet infrastructure?

· What are some problems you have had using the Internet in the past? What might have caused those problems?

Web Sites

· For Kids By Kids Online* from the Once Project* 

· The Internet* from Fact Monster*

· How Internet Infrastructure Works* from HowStuffWorks*

· How Does the Internet Work?* from U&I Learning*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about the Internet. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

What is the Internet?

The Internet is a network of networks. It connects smaller networks all around the world. The computer you are using now is called a client. If you are at school, the computer is connected to your school’s local network, which is owned by your school district. The local network connects all the computers in your district. The local network also connects to the Internet. That means you are connected to millions of other computers worldwide. 

Your local network probably also has some servers. Servers are computers that are shared by many users. They may handle e-mail or Web pages, for example. Because servers have many users, they are powerful computers. Your local network connects you to servers owned by the school district. The Internet connects you to servers on other networks worldwide. However, network owners often use firewalls to control which computers use their servers.

You can own a local network, but nobody owns the entire Internet. A worldwide organization called the Internet Society sets rules. Internet Protocol (IP) is the most basic set of rules. IP is what allows computers on the Internet to understand each other. Every computer on the Internet has an IP address. The IP address is a unique number. No other computer in the world has the same IP address as yours.

Routers use IP addresses to process and send information. An e-mail message you send to a friend passes from your computer to your local network server. The message then travels from one router to another until it reaches your friend’s local network server. The server then transmits the message to your friend’s computer. All the routers that make up a large network are sometimes called a network cloud and are represented in diagrams by a picture of a cloud.
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What to Do

Complete the following task to show what you have learned about the Internet. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a diagram of the Internet before you begin. 

Task: Create a diagram that represents the Internet.

Goal: Demonstrate that you know the major parts of the Internet infrastructure.

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name and the date at the top of the document.

2. Type a title, such as Internet Diagram, for the document. 

3. Use the drawing toolbar and clip art provided with the word processing application to create a diagram representing the Internet. You may also use special software for drawing diagrams if you have access to it.

4. Review the checklist and revise your diagram to make sure it is complete. 

5. Save your diagram.

6. Share your diagram.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about the Internet. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What protects a network from being accessed by users without permission?

· Protocol [Try again. Protocols do not have this specific function.]
· Infrastructure [Try again. The infrastructure does not have this specific function.] 

· Firewall [Correct! Firewalls are systems that protect a network from unauthorized access.]
2. What receives and sends information from one computer or network to another computer or network?

· Protocol [Try again. Protocols determine how information is exchanged, but another answer is better.]
· Router [Correct! Routers are devices that send and receive information on a network.] 

· Infrastructure [Try again. Infrastructure is all the hardware that a network needs to work properly.]
3. Estimate how many computers are connected to the Internet.

· Hundreds [Try again. Many individual networks have hundreds of computers.]
· Thousands [Try again. Some individual networks have thousands of computers.] 

· Millions [Correct! Millions of computers are connected to the Internet and more are added every day.]
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Task: Read and interpret a narrative essay.


Goal: Show that you understand how literary elements help create powerful stories.

You may want to review an example of a literary elements analysis before you begin.

See the example:
Microsoft Word* | PDF 
Key Concept

Have you ever read a story that was too powerful to forget? The Internet makes narrative essays about the experiences of all kinds of people available to everyone. In this way, the Internet can help us understand events experienced by other people. The events may have taken place a long time ago or in another part of the world.

Libraries, museums, colleges, and universities almost always have Web sites. These sites often make some of the organizations’ collections available online. You can use these sites to learn more about events that other people have experienced.

You have learned about the narrative style of writing. Now, learn to use literary elements to help you analyze narrative writing. Literary elements are features that most good stories have in common. Read a narrative essay on the Internet, and then analyze how the author used literary elements to create a powerful story.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about literary elements. You can get a more complete definition of each term from Fact Monster*.

New Words

Conflict: A disagreement among people or ideas.

Crisis: A situation in which the result of a conflict is very important. 

Literary: Related to the knowledge and skills needed to tell a good story.

Plot: The important events that an author describes in a story.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Resolution: A way to end a struggle among people or ideas. 

Setting: The time and place in which a story happens.

Theme: The main idea or message expressed throughout a story.

Voice: Specific details that distinguish the way a character or narrator speaks.

Review Words

Character: A person in a story who can be identified by particular looks or behavior.

Dialogue: A type of writing that tells a story in the words of two or more characters who talk to each other.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrative: A type of writing that tells a story about events that someone experiences.

Third Person: A type of writing that tells a story by using pronouns that refer to a character or characters in the story, such as he, she, or they.
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Learning from the Web

Think about some good stories you have read. What made them interesting to you? Explore some Web sites about literary elements. Learn how you can use literary elements to help you tell an interesting story. 

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about literary elements, keep those in mind too.

Guiding Questions

· What information does a good story need to contain?

· What makes a character believable and interesting?

· How can you use literary elements to make a story interesting and meaningful?

Web Sites

· What Makes a Good Short Story?* from Annenberg Media*

· Constructing Plot*

· Exploring Point of View* 

· Creating Character*

· Describing Setting*

· Analyzing Theme*

· Literary Analysis: Terms* from the Online Writing Lab*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about literary elements. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

The Literary Elements

The five main literary elements are plot, point of view, character, setting, and theme. You will find many different versions of the main literary elements, including different lists of elements or even different names for the same elements. 

What do literary elements all have in common? They all provide guidelines to help you write better stories. Literary elements are not rules that you must always follow, and they do not provide a simple formula for writing a good story. Instead, literary elements can help you write a great story.

The five main literary elements are:

· Plot is what happens in a story. The plot is not only about what happens, but why it happens. It anticipates and answers questions that readers have about the story. A good plot draws readers into the story and gives readers a chance to get to know the characters. Most plots have some kind of conflict or crisis. When the conflict or crisis is resolved, readers find out what happens to the characters.

· Point of view is the way a person tends to think about people, places, things, and events. Everyone’s point of view is shaped by experiences. Everyone has unique experiences in life, so everyone has a different point of view. A story is told from the narrator’s point of view. In first person, the story is told from the main character’s point of view, using pronouns such as I and we. In third person, the story is told from a narrator’s point of view, using pronouns such as he, she, or they.

· Characters are the people in a story. Creating a character involves understanding all the special qualities that make each person unique from everyone else. We all have some qualities in common, but we all also have our individual differences. Both our similarities and differences are important, but our differences are often more interesting. 

· Setting is the time and place of a story. Without the correct setting, characters are out of place and the plot is a dead end. Specific details of a setting can tell readers a lot about the characters and theme of a story. The setting can also provide a conflict or crisis that must be resolved. A well-crafted setting allows readers to become part of the story.

· Theme is the underlying meaning of a story. It usually reflects an author’s idea about an important aspect of life. Narrative themes should not be obvious to the reader. A theme should emerge from the characters, plot, and setting. Themes are often revealed through ideas that are repeated throughout the story. An effective theme enlightens without preaching.
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What to Do

Complete the following task to show what you have learned about literary elements. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a literary elements analysis before you begin. 

Task: Read and interpret a narrative essay.


Goal: Show that you understand how literary elements help create powerful stories.

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name and the date at the top of the document.

2. Type a title for the document. You may want to include the title of the narrative essay you analyze, such as Literary Analysis of ______________.

3. Read a narrative essay. If the essay is very long, you may read only the first 5 to 10 paragraphs. You may select a narrative from one of the sites below or find another narrative on the Internet. Check with your teacher to make sure your selection is a good example. Put the title and author of the narrative below your name.

· Paul Revere's Ride* from AmericanRevolution.org*

· Annotated Index of American Slave Narratives* from American Studies at the University of Virginia* 

· Jim Crow First Hand Narratives* from The History of Jim Crow*  

· An American Nurse in France During WWI* from George Mason University’s History Matters*

· She's a Native, Isn't She?* from LitSite Alaska*

4. Analyze the narrative you read using the five main literary elements. How did the author use plot, point of view, character, setting, and theme to tell a meaningful and interesting story? Write at least one paragraph about each of the five elements.

5. Review the checklist and revise your analysis to make sure it is complete. 

6. Save your document. 

7. Share your analysis.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about literary elements. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What can help make a character believable and interesting?

· How the character looks [Try again. A character’s appearance can be important, but another answer is better.]
· Something the character says often [Try again. The words a character uses can be important, but another answer is better.]
· Both of the above [Correct! Any quality that is special or different makes a character more interesting.]
2. What are the events that take place in a story?

· Plot [Correct! A plot is what happens in a story.]
· Setting [Try again. A setting is the time and place of a story.]
· Theme [Try again. A theme refers to big ideas about life.]
3. Why is the setting of a story important?

· The setting can reveal a lot about the characters and theme. [Correct! Specific details about a setting can give clues about a story’s characters and theme.]
· The setting explains why the events in the story take place. [Try again. A plot tells what happens in a story.]
· The setting suggests what the author thinks about important ideas. [Try again. A theme refers to big ideas about life.]
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Task: Choose a topic for your narrative essay.

Goal: Identify an event and main character for a fictional narrative on your topic. 

You may want to review an example of a narrative topic selection before you begin.

See the example:
Microsoft Word* | PDF 
Key Concept

A narrative essay can be either fiction or nonfiction. A nonfictional narrative is a story you tell about events you experienced or witnessed. A personal narrative is an example of a type of narrative that is usually nonfiction. A fictional narrative is a story you create using your imagination. A fictional narrative can help you understand events that you have not experienced. You can use point of view to imagine what it would be like to have those experiences.

You can write a fictional narrative essay about almost any topic. What would you like to learn about? Choose a topic that interests you and would make a good fictional narrative essay. You can choose an event in history, a current event, or even a work of art. After you choose a topic, identify a single event about which you can tell an interesting and meaningful story.

Whose story do you want to tell? Read about your topic and identify a main character, either real or imaginary. Then, decide from whose point of view you will tell the story. You can imagine that you are the character and tell the story in first person. You may choose to narrate the story about your main character, writing in third person.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about choosing a topic for a narrative. You can get a more complete definition of each term from Fact Monster*.

New Words

Brainstorm: Think of many possibilities as quickly as you can.

Fiction: Any creative work imagined or made up by an author, such as a short story or novel.

Nonfiction: Any creative work that describes or comments on actual events, such as a newspaper article or biography.

Review Words

Character: A person in a story who can be identified by particular looks or behavior.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrative: A type of writing that tells a story about events that someone experiences.

Plot: The important events that an author describes in a story.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Setting: The time and place in which a story happens.

Theme: The main idea or message expressed throughout a story.

Third Person: A type of writing that tells a story by using pronouns that refer to a character or characters in the story, such as he, she, or they.
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Learning from the Web

You have seen that the Internet has information on a variety of topics. Are you interested in history, current events, literature, or art? What would you like to understand better?

· An event that happened in the past?

· An event happening in another part of the world?

· A book you have read or would like to read? 

· A painting or sculpture you have seen?

Explore some Web sites about choosing a topic for an essay. Learn how to brainstorm and refine ideas for a topic. 

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about choosing a topic, keep those in mind too.

Guiding Questions

· What topic and event are you interested in writing about?

· How does brainstorming help you choose a topic?

· How can writing a fictional narrative help you understand your topic?

Web Sites

· Establish Your Topic* from Fact Monster*

· Brainstorm* from Scholastic* 

· Choosing the Topic* from Essay Info*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about choosing a topic. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Topic Choice

A fictional narrative can help you understand events that you have not experienced. You can write a fictional narrative about almost any topic. You can choose an event in history or a current event. You can choose an event shown in a work of art or described in literature. 

The Internet is a great source of information about history, current events, art, and literature. You can use this information to research an event and tell a story about it:

· History is the study of important events that happened in the past. You can learn about history by imagining what it was like to experience those events. The Internet contains information about people in history. You can use this information to research a historic event and tell a story about it.

· Current events are actions that are happening around the world now. You can learn about current events by imagining what it is like to experience them. The Internet contains information about events all over the world. You can use this information to research a current event and tell a story about it.

· Art and literature are often creative depictions of events imagined by the artist or author. The Internet contains information about writers and artists. It also has information about what inspired them. You can use this information to research and tell a story about a writer or an artist. You can even use it to tell a story about a work of art.

Tips for Choosing a Topic

The most important quality of a topic for any essay is that you are interested in the topic. Here are some strategies for choosing a topic for a fictional narrative:

· Make a list of topics. Brainstorming is a great way to think of a topic. You can make a list of topics that interest you. Do not worry if they are good topics. Just write down or type anything that comes into your head.

· Evaluate the topics. After you brainstorm a list of topics, look at your list and consider whether the topics are appropriate. For a narrative essay, the topic should be an event that you can tell a meaningful story about. In addition, a good narrative topic supports all five of the main literary elements.

· Narrow the focus. After you choose a topic, you should focus on a specific aspect of the topic. You do not want a topic that is too broad to fully develop and support with details. For a narrative essay, narrow your focus to a single event. The event provides a plot for your story.

· Check for sources. Finally, make sure you can find enough information about the topic. For a fictional narrative, you need enough information to create a main character. Your story will be about the main character’s experiences during the event. You also need enough information to describe details of the setting.
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What to Do

Complete the following task to show what you have learned about choosing a topic for a narrative. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a narrative topic selection before you begin. 

Task: Choose a topic for your narrative essay.

Goal: Identify an event and main character for a fictional narrative on your topic.

See the example: Microsoft Word* or PDF

1. Read about a topic that interests you. Identify an event and main character to write about in a narrative essay. You can use one of the following Web sites to help you choose. You may want to check with your teacher to make sure the topic you choose is an appropriate topic.


History

· Kidipede—History for Kids* from Dr. Karen Carr, Portland State University

· America's Story* from the Library of Congress*

· History for Kids* from the BBC*

· The History Channel* from the A&E Television Networks*


Current Events

· Time for Kids* from TIME* 

· Student Connections* from the New York Times*

· Kidsnewsroom.org*


Literature

· Reading Zone* from Kidspace @ the Internet Public Library*

· SurLaLune Fairytales* from Heidi Anne Heiner

· The Moonlit Road* from The Moonlit Road Storytellers


Arts

· The Collection* at the National Gallery of Art*

· Art Museums* from Kidspace @ the Internet Public Library*

· Masters List A-Z* from American Masters* at PBS*

2. Start a new word processing document. Always remember to type your name and the date at the top of the document.

3. Think of a title that describes your topic. Type a title for the document. 

4. Write a few paragraphs describing the topic, event, and main character for your fictional narrative. Make sure you address each of the following questions:

· Why did you choose the topic and event?

· What do you still need to know about the event to tell a story?

· How did you identify your main character?

· What do you still need to know about your main character?

· Who did you choose to narrate your story?

·  What is the point of view of the narrator?

5. Check the spelling and grammar in your paragraphs. 

6. Double-check your work by reading the document carefully one more time.

7. Review the checklist and revise your topic explanation to make sure it is complete.

8. Save your document.

9. Share your topic.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about choosing a topic. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What can writing a fictional narrative help you learn more about?

· Events happening to people in other places [Try again. Writing a fictional narrative can help you learn more about current events, but this is not the best answer.]
· A painting or sculpture you have seen [Try again. Writing a fictional narrative can help you learn more about art, but this is not the best answer.]
· Both of the above [Correct! Writing a fictional narrative can help you learn more about many topics, including people in other places and works of art.]
2. Which statement about writing a fictional narrative is false?

· You should write a fictional narrative about a single event. [Try again. This statement is true. Writing about a single event is an effective way to keep your narrative essay focused.]
· You must write a fictional narrative about events you have experienced. [Correct! This statement is false. An essay about an event you have experienced is nonfiction.]
· You should use literary elements when writing a fictional narrative. [Try again. This statement is true. Literary elements help make a fictional narrative interesting and meaningful.] 

3. How does brainstorming help you choose a topic for a narrative essay?

· Brainstorming helps you narrow your focus. [Try again. You should narrow your focus after you brainstorm.]
· Brainstorming helps you think of possible topics. [Correct! Brainstorming is thinking of as many topics as you can as fast as you can.]
· Brainstorming helps you make sure you can find enough information. [Try again. You must be able to find enough information, but checking sources is not the main purpose of brainstorming.] 
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Task: Write some questions to help you understand the main character in your narrative. 

Goal: Ask questions that will help you tell an interesting and meaningful story about the character. 

You may want to review an example of interview questions before you begin.

See the example:
Microsoft Word* | PDF 
Key Concept

How can you understand another person’s point of view? One good way is to ask questions. What kinds of things affect a person’s point of view? What questions would give you important information about those things? 

When you ask a person a series of questions, you conduct an interview. Imagine you could interview anyone who ever lived. Whose point of view would you most want to understand? Can you interview a person who is no longer living? How about a character in a novel or the subject of a work of art? Yes, you can! You can guess how a person would answer your interview questions. But how can you make sure your guesses are accurate? You need to do your research.

The first step to a good interview is to develop questions that you would like to ask the main character in your fictional narrative. Effective interview questions help you understand your character’s point of view. Later, you use your questions to conduct research about your main character and the event the character experienced. Then, you answer the interview questions yourself by using what you learned to imagine that you are the main character.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about creating interview questions. You can get a more complete definition of each term from Fact Monster*.

New Words

Interview: Meet or talk with another person to gather information by asking questions.

Open-ended: A type of question that allows for several different, detailed answers.

Relevant: Provide important information about a particular topic.

Review Words

Character: A person in a story who can be identified by particular looks or behavior.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrative: A type of writing that tells a story about events that someone experiences.

Plot: The important events that an author describes in a story.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Setting: The time and place in which a story happens.

Theme: The main idea or message expressed throughout a story.

Third Person: A type of writing that tells a story by using pronouns that refer to a character or characters in the story, such as he, she, or they.
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Learning from the Web

You can learn how to ask effective questions by reading or listening to some interviews. Explore some Web sites with good examples of interviews. Learn how to ask questions that require detailed responses.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about interviewing techniques, keep those in mind too.

Guiding Questions

· What do the questions in these interviews have in common?

· What kinds of questions get the most detailed answers?

· What questions could be relevant to the main character in your fictional narrative?

Web Sites

History and Current Events

· An Interview with Thomas Jefferson* from Harcourt* 

· Meet Melba Beals (Civil Rights Pioneer)* from PBS Kids* 

· Interview with Rachel Robinson (Wife of Jackie Robinson)* from Scholastic* 

· Meet Famous Latinos* from Scholastic* 

· Public Service* from the Academy of Achievement*

Literature and Art

· Meet a Musician* from PBS Kids*

· Meet J. K. Rowling (Harry Potter Author)* from Scholastic*

· Burning Questions with Author Lemony Snicket* from National Geographic Kids* 

· The Arts* from the Academy of Achievement*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about interviewing techniques. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Interviews

Before you write a fictional narrative, you must learn about the main character. You need to know about the character’s life leading up to the event and role in the event itself. An interview is a great way to get to know how a person thinks about people, places, and events.

To create good interview questions, you should usually start by getting background information about the person. Background information includes facts about the person’s home, education, and work. Good interview questions dig beneath the surface. They help you understand not only what the person thinks and does, but why.

Effective Interview Questions

An effective question is relevant. The answer to a relevant question gives you important information about the person. You need details to help you write a good fictional narrative. Many topics might be relevant to your fictional narrative. 

Here are some topics you may want to ask about:

· Important experiences (good and bad) in the person’s life

· Other people who have had an influence (good and bad) on the person

· Specific likes and dislikes

· What the person might do differently if an experience could be repeated

An effective interview question is also open-ended. If a question can be answered with a yes or a no then it is not effective. How much can you learn from a yes or no? A good question could have many different answers. 

Here are some examples of open-ended interview questions: 

· What was your role in _____________?

· What inspired you to ______________?

· How did you feel when ________________?

· Why did you make the choice to _____________?
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What to Do

Complete the following task to show what you have learned about interviewing. While you work through the task, think about whether you are achieving the goal. You may want to review an example of interview questions before you begin. 

Task: Write some questions to help you understand the main character in your narrative. 

Goal: Ask questions that will help you tell an interesting and meaningful story about the character. 

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name and the date at the top of the document.

2. Type a title, such as Interview Questions, for the document.

3. Think of at least four questions you would ask your main character. What do you need to know to understand the character’s point of view?

4. Use the cut, copy, and paste tools of your word processing application to put your questions into a logical order.

5. Save your document and exchange interview questions with another student, your peer. 

6. Read your peer’s interview questions. Make at least one suggestion for improving a question or adding a new question. You may use the comments feature of your word processing application.

7. Revise your questions based on your peer’s comments.

8. Check the spelling and grammar of your questions. 

9. Double-check your work by reading the document carefully one more time.

10. Review the checklist and revise your interview questions to make sure they are complete.

11. Save your document. 

12. Share your questions.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about interviewing. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What makes a good interview question?

· The question encourages a detailed answer. [Try again. Interview questions should be open-ended and encourage detailed answers, but another answer is better.]
· The question provides information you can use. [Try again. Answers to interview questions should be relevant and provide useful information, but another answer is better.] 

· Both of the above [Correct! Good interview questions are both open-ended and relevant.]
2. What kinds of questions are most likely to be relevant?

· Questions about important life experiences [Correct! Important life experiences often have the biggest effect on point of view.]
· Questions about favorite foods [Try again. Favorite foods probably do not have a big effect on a person’s point of view unless the topic happens to be about food.]
· Questions about family pets [Try again. Family pets probably do not have a big effect on a person’s point of view unless the topic happens to be about pets.]
3. Which question is the most open-ended?

· What was your favorite subject in school? [Try again. This question requires a one-word answer.]
· Why did you become an artist? [Correct! This question would probably require a detailed answer.]
· Did you enjoy school when you were young? [Try again. This question can be answered by yes or no.] 
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Thinking about Learning

What have you learned in this module? You explored narrative writing skills. You explored how the Internet works. You selected a good topic for a narrative essay. You wrote some good interview questions. 

You have learned:

· How the narrative style of writing can help you tell an interesting and meaningful story

· How devices like routers and firewalls make the Internet work

· How to use literary elements to analyze narrative writing

· How writing a fictional narrative can help you learn about history, current events, literature, and art

· How open-ended and relevant interview questions can help you write a fictional narrative
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Checklist for Narrative Writing

Checklists can help you keep track of your work. Have you completed all the tasks in this activity? Use the following checklist to make sure you are ready to conduct research on your topic. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Narrative Style

Task: Narrative Analysis

· Read a personal narrative

· Open a new word processing document and type your name, date, and a title
· Explain why the essay is or is not a good example of narrative writing

· Give specific reasons that support what makes the essay a good (or bad) narrative

· Check the spelling and grammar of your analysis

· Save your document

Activity 2: Internet Basics

Task: Internet Diagram

· Open a new word processing document and type your name, date, and a title
· Use clip art and the drawing toolbar

· Create a diagram that shows how: 

· The Internet is a network 

· Different networks are connected to the Internet

· Local networks are connected to servers

· Servers are connected to the Internet

· Save your document

Activity 3: Literary Elements

Task: Literary Elements Analysis

· Open a new word processing document and type your name, date, and a title
· Write one paragraph for each of the following terms explaining how they are used in a historical narrative:

· Plot 

· Point of view

· Characters

· Setting

· Theme

· Check the spelling and grammar of your analysis 

· Save your document

Activity 4: Topic Choice

Task: Narrative Topic Selection

· Open a new word processing document and type your name, date, and a title
· Choose a topic for a narrative essay

· Check that the topic you chose is:

· Interesting to you

· Interesting to other people

· Specific

· Write a few paragraphs to describe the topic, event, and main character, explaining:

· Why you chose the topic

· What you still need to know about the topic

· How the main character is identified

· What you still need to know about the main character

· Who the narrator is and the narrator’s point of view

· Check the spelling and grammar of your document 

· Save your document

Activity 5: Interview Questions

Task: Interview Questions

· Open a new word processing document and type your name, date, and a title
· Write at least four questions

· Make sure all questions:

· Are open-ended

· Relate to the topic

· Ask about the person’s involvement in the topic

· Ask about the person’s feelings about the topic

· Check the spelling and grammar of your questions
· Save your document
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Rubric for Narrative Writing

The main purpose of a rubric is to help you do your best work. What column best describes your interview questions, narrative topic, and writing mechanics? Is all of your work best described by column 4? If not, what can you improve? 

	
	4
	3
	2
	1

	Interview Questions
	All questions are open-ended.

All questions are relevant.
	Almost all questions are open-ended.

Almost all questions are relevant.
	Some questions are open-ended.

Some questions are relevant.
	Few or no questions are open-ended.

Few or no questions are relevant.

	Narrative Topic
	A narrative essay is the best way to approach the topic.

The topic is focused and interesting to most readers.
	A narrative essay is a good way to approach the topic.

The topic is focused and interesting to some readers.
	A narrative essay is one way to approach the topic, but it is not the best way. 

The topic is focused but may not be interesting to readers.
	A narrative essay is not a good way to approach the topic.

The topic is too broad to be covered adequately.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.
Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly..

Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.
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Reflection on Narrative Writing

How can you make sure you really understand something? One of the best ways is to explain it to someone else. You might talk to another student, a teacher, or someone in your family.

Be prepared to discuss:

· What you learned about narrative writing

· Why you chose your narrative topic

· What you learned about interviews

· How you wrote your best interview question
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Checklist: Before you begin, review the checklist for this module. Use the checklist to make sure that you complete all the tasks for each activity. 

See the checklist >
Rubric: Before you begin, review the rubric for this module. Use the rubric to help you understand what is important to know and do. 

See the rubric >

Big Idea

How can you answer the interview questions for your narrative essay? You can probably find most of the information you need on the World Wide Web. Research is about finding the best answers to questions that really matter. The best answers are based on reliable information from credible sources. Good online research skills help you to be successful in school, work, and life. Learn the skills you need to use the Web for research.

In this module:

· Learn how to find the best answer to a question by doing research

· Discover how the World Wide Web runs on hypertext and hypermedia

· Use search strategies to find the information you need to answer questions

· Evaluate Web sites to find credible sources of reliable information

· Summarize the information from your sources with an annotated bibliography

Activity 1: Research Basics >

Have you ever asked yourself a question? All research begins with a question, but not all questions lead to research. Doing research means studying a topic carefully. Do you really want to get the best answer to a question? If so, get ready to do some research.

Activity 2: Web Basics >

Do you know how the World Wide Web works? When you do, the full power of a global information network is at your fingertips. If you want to know how the Web works, you have to understand hypertext and hypermedia.

Activity 3: Web Search >

Have you ever spent a long time looking for information on the Web without finding it? Many search programs are available to help you find the information you need. Knowing which program to use and how to use it helps you find the most relevant information in the least amount of time.

Activity 4: Web Evaluation >

Did you know that anyone with a computer and access to the Internet can create a Web site? Many sites have useful information, but some just have a lot of nonsense. Can you tell the difference? You can if you know how to evaluate a Web site.

Activity 5: Annotated Bibliography >

After you find some good sources, what do you do with all the information? You need to get organized. An annotated bibliography lists all your sources with a summary of the information from each source. Writing the summaries is an effective way to organize your information.

Look Back >

Reflect on what you learned in this module. Are you ready to write your narrative essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your research and annotated bibliography. Talk about what you learned and how you did your work.
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Checklist for Online Research
Checklists can help you keep track of your work. Use the following checklist to make sure you complete the task for each activity. If you have access to a printer, you may want to print the checklist for reference as you work through the activities. Ask your teacher for help if you have any questions about the checklist. 

Activity 1: Research Basics

Task: Source List

· Open a new word processing document and type your name, date, and a title
· Create a list of Web sites to use in your narrative essay according to an agreed-on format

· Be sure that your sources are credible by checking that they:

· Are sponsored by an organization that you recognize

· Have everything on the Web site working correctly

· Have content that can be checked against other sources

· Save your document

· Export your bookmarks

Activity 2: Web Basics

Task: URL Analysis

· Open your source list and save it with a new filename

· Write an explanation of what you can learn about a source from its URL

· Check the spelling and grammar of your analysis 

· Save your document

· Organize your bookmarked Web pages into folders by domain

· Save a Web page and open it in a text editor. Explain why the Web page looks different in the text editor

Activity 3: Web Search

Task: Keyword List

· Open a new word processing document and type your name, date, and a title
· Create a list of keywords to guide your Web search to help answer your interview questions

· Be sure to organize your list—possibly by your interview questions

· Use keywords and search engines to find information to answer your interview questions

· Bookmark useful Web sites

· Save your document

Activity 4: Web Evaluation

Task: Web Sites Evaluation 

· Use or create a Web site evaluation form

· Select Web sites for researching your narrative essay and make sure the sites are:

· Credible

· Accurate

· Reliable

· Review your old list of sources to make sure your sources are credible, accurate, and reliable

· Add your new Web sites to your list of sources

· Save your document

Activity 5: Annotated Bibliography

Task: Annotated Bibliography
· Open your list of sources and save it with a new filename

· Add one-paragraph annotations to each of your sources, which:

· Paraphrase the main points

· Evaluate the credibility, accuracy, and reliability of source

· Reflect on why you chose the source

· Check the spelling and grammar of your bibliography
· Save your document
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Rubric for Online Research
The main purpose of a rubric is to help you do your best work. Use the rubric to make sure you understand what you are expected to learn. Is all of your work best described by column 4? If not, what can you improve? If you have access to a printer, you may want to print the rubric for reference as your work through the activities. Ask your teacher for help if you have any questions about the rubric.
	
	4
	3
	2
	1

	Source Selection
	Search directories and search engines are used successfully to find keywords.

Specific and relevant keywords are used to narrow search results and improve the quality of hits. 
	Search directories and search engines are used somewhat successfully to find keywords.

General and relevant keywords are used to narrow search results and improve the quality of hits. 
	Search directories or search engines are used to find keywords.

Vague and relevant keywords are used to narrow search results and improve the quality of hits. 


	Neither search directories nor search engines are used to find keywords.

Keywords are not identified or not used. 



	Source Evaluation
	All sources found are credible, accurate, and reliable.
	Most sources found are credible, accurate, and reliable.
	Some sources found are credible, accurate, and reliable. 
	No sources are credible, accurate, and reliable.

	Sources Summary
	All sources are annotated with a clear rationale for including them and include a thorough summary.
	Most sources are annotated with a clear rationale for including them, but the summary is not complete.
	Some sources are annotated with a clear rationale for including them, but most do not include a summary of the source.
	Most sources are not annotated.  

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly.
Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost, but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Task: Cite some credible sources for your narrative essay.

Goal: Find reliable information that helps answer your interview questions.

You may want to review an example of a source list before you begin. 
See the example:
Microsoft Word* | PDF 
Key Concept

Have you ever asked yourself a question? Maybe you asked a teacher or another adult. Did they know the answer? If not, what did you do? All research starts with a question. But all questions do not lead to research. You do research only when you study a topic carefully. Research is about finding the best answers to questions that really matter. 

Why invest the time needed to research a topic? You might do research when you are really interested in something. You might do research to help you do well on a school project. Whenever finding the best answer is important, get ready to do some research. 

An important part of research is looking for information about your topic. But you do not want just any information! You want information that helps you answer your questions. What if the information is false? You may answer your questions incorrectly. You must be careful to use only reliable information from credible sources.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about research strategies. You can get a more complete definition of each term from Fact Monster*.

New Words

Cite: Refer to a source of information, usually in a formal way.

Credible: A source you can trust to provide true information. 

Evaluate: Determine the usefulness of a source. 

Reliable: Capable of producing accurate results every time.

Research: Study a topic carefully using credible sources.

Source: Anything or anyone providing information about a topic.

Review Word

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
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Learning from the Web

You know that the Internet contains a huge amount of information. You probably also know that some information on the Internet is unreliable. Explore some credible Web sites that can be trusted. These sites provide reliable information on many topics. They are good places to begin researching your narrative essay. Look for information that will help you find the best answers to your interview questions.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about research strategies, keep those in mind too.

Guiding Questions

· What do these Web sites have in common?

· How can you tell that these Web sites are credible sources?

· How could you use these sources to research your narrative essay?

Web Sites

Online Encyclopedias

· Fact Monster* from Pearson Education*
· Answers.com* from Answers Corporation
· Encarta* from Microsoft*
· HighBeam Encyclopedia* from High Beam Research*
Online Libraries

· Library of Congress* from the U.S. Government
· Smithsonian Institution Libraries* from the Smithsonian Institution*
· Internet Public Library* from the University of Michigan School of Information*
· Librarians' Internet Index*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about research strategies. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Credible Web Sites

The Internet has become a very important resource for research. But you cannot assume that information you find on the Internet is reliable. You must make sure an Internet source is credible. One strategy is to use only the most respected Web sites. A few credible Web sites can provide a huge amount of reliable information on almost any topic. However, you can rarely be completely certain that a Web site is credible. You can look for a few key details that most respected Web sites have in common. 
Generally, the greater number of the following details you find on a Web site, the more you can trust the site’s information:
· The site is sponsored by an organization you recognize. Web sites sponsored by government agencies or large companies are usually credible. You should be able to find information about the organization on the site. Look for an “About Us” link that describes the organization.

· Everything on the site works properly. All the links work. You get good results when you search the site. You cannot find any errors in spelling or grammar. The site is attractive and easy to read. These details indicate that the site is probably produced and maintained by a team of experts.

· The content of the site can be checked against other sources. The site provides footnotes and links to other credible sources. The content may also be available in other formats, such as books or CD-ROMs.
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Bookmark favorite page with:


##Internet Explorer*#SkillID=WT_3.5##
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Word Processing
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What to Do
Complete the following task to show what you have learned about researching your topic. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a source list before you begin. 

Task: Cite some credible sources for your narrative essay.

Goal: Find reliable information that helps answer your interview questions.

See the example: Microsoft Word* or PDF

1. Research your narrative essay on a credible Web site. You may want to return to one of the sites you explored earlier.

2. When you find a credible source, use your web browser to bookmark it.

3. Start a new word processing document. Always remember to type your name and the date at the top of a new document.

4. Use the document to cite the sources you bookmarked. Your teacher may want you to use a specific format. These Web sites can help:

· Citation Machine* from the Landmark Project* 

· NoodleBib Express* from NoodleTools* 
5. Review the checklist and revise your list of sources to make sure it is complete.

6. Save your document. 

7. Share your sources.

8. Export the bookmarks from your web browser. Copy them to a location where you can find them later.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about research strategies. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What would make you wonder whether a Web site is credible?

· You get error messages when you click some links. [Correct! Broken links suggest that a Web site is not well maintained.]
· The logo of a large company is at the top of each page. [Try again. Large companies usually maintain credible Web sites and clearly identify themselves.] 

· The site has an About Us page. [Try again. An About Us page describes the organization that created the Web site and usually makes the site credible.]
 

2. Which of these statements is false?

· Information on government Web sites is always true. [Correct! This statement is false. You can never be completely sure that all the information on any Web site is accurate. You should always find more than one source.]
· A large company’s Web site may favor its own products. [Try again. In general, this statement is accurate. Large companies want credible Web sites, but they also want to make their products look good.] 

· A credible Web site usually has links to other credible sites. [Try again. In general, this statement is accurate. Credible Web sites often link to other credible Web sites.]
3. What kinds of Web sites often provide good information about many topics?

· Online library [Try again. Online libraries are usually a good source on many topics, but there is a better answer.]
· Online encyclopedia [Try again. Online encyclopedias are usually a good source on many topics, but there is a better answer.] 

· Both of the above [Correct! Online encyclopedias and online libraries are both usually good sources on many topics.] 
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Task: Analyze the URLs of your sources.

Goal: Show that you know how the World Wide Web works.

You may want to review an example of a URL analysis before you begin. 
See the example:
Microsoft Word* | PDF 
Key Concept

You know that the World Wide Web is part of the Internet. Do you know why it is called the World Wide Web? You know that the Internet is global, so World Wide makes sense. But why is it called the Web? It is not because it connects computers to one another. Networks and the Internet do that. 

The Web is called the Web because it uses hypertext to connect documents to one another. The Web also connects multimedia to documents, which is called hypermedia. The Web is the part of the Internet that contains hypertext and hypermedia. 

Hypermedia makes the Internet more powerful and more useful. Some people say that the Web is the graphical part of the Internet. Before the Web was invented, everything on the Internet was plain text. The Web has transformed the Internet from an academic research tool into a common household appliance.

The more you know about technology, the more you can do with it. If you want to understand the Web, you have to understand hypertext and hypermedia. The more you know about hypertext and hypermedia, the better you will be able to use the Web. 
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about the Web. You can get a more complete definition of each term from Fact Monster*.

New Words

Browser: A computer program that uses HTTP and HTML to display hypertext documents.

Domain: A network of computers on the Internet owned by a single person or organization.

Graphics: Using pictures and other visual elements to communicate information.
HTML (Hypertext Markup Language): A set of commands (also called tags) that tells a browser how to display a file or set of connected files as a Web page.

HTTP (Hypertext Transfer Protocol): A set of rules that controls how computers on the Internet exchange hypertext.

Hypermedia: A method of storing multimedia on a computer so that related information is connected by links.

Hypertext: A method of storing documents on a computer so that related information is connected by links.

Multimedia: Combining more than one type of information, such as words, numbers, images, audio, and video.

URL (Uniform Resource Locator): The address of a Web page consisting of the protocol and domain name and sometimes the path and filename.

World Wide Web (WWW): The part of the Internet that uses HTTP to transfer hypertext and hypermedia from one computer to another.

Review Words

Internet: A network that connects millions of computers in more than 100 countries around the world.

Network: A system of computers connected either by wires and cables or wirelessly by antennas and towers.

Protocol: A set of rules that controls how computers on a network exchange information.
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Learning from the Web

Explore some Web sites about the Web itself. You must understand that reading on the Web is different than reading a book in print. You may want to learn more about Reading on the Web* from Fact Monster* before you explore.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about the Web, keep those in mind too.

Guiding Questions

· How does hypertext work?

· What are the main parts of the World Wide Web?

· How is the Web different from other parts of the Internet?

Web Sites

· World Wide Web* from Fact Monster*

· What's a Domain?* from Fact Monster*

· The Internet* from Welcome to the Web*

· An Overview of the World Wide Web* from The HelpWeb*

· Answers for Young People* from the inventor of the WWW*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about the Web. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

How the Web Works

The World Wide Web is the part of the Internet that contains hypertext and hypermedia. Hypertext and hypermedia perform two very important jobs: 

· Hypertext links related documents together. It enables you to move around the Web by clicking hyperlinks. A Web site is a collection of hypertext documents in the same domain. Tim Berners-Lee invented the text version of the Web in 1990. By default, hypertext links are displayed in blue underlined text by a web browsing application, but the appearance of hypertext links can be customized. 
· Hypermedia combines various kinds of information into a single document. It enables a Web page to include images, sounds, and video as well as words. The Web contains multimedia. Marc Andreessen invented a multimedia browser in 1993. He was still in college at the time!

Understanding Web Addresses

You can use the Web more effectively if you know how it works. Every hypertext document on the Web has a unique address, called a URL (pronounced you-are-el).  A URL tells a web browsing application where to find a document on the Internet. Here is an example of a URL:

http://www.intel.com

The URL has three parts. The first part, http://, tells a web browsing application to use the Hypertext Transfer Protocol to communicate with other web browsers on the Internet. The second part, www, tells a web browser to expect an HTML file, a Web page. The third part, intel.com, tells the web browser what domain contains the document. Many different kinds of domains exist, depending on the Web site’s purpose or country of origin. In the United States, most Web sites belong to one of the following four major types of domains:
· Domains that end in .com are usually commercial or unrestricted use.

· Domains that end in .org are usually organizations or unrestricted use.
· Domains that end in .edu are usually educational institutions, such as schools, colleges, and universities.

· Domains that end in .gov are for governments and government agencies in the United States.

How the Web has Brought Improvements

The Web brings multimedia to the Internet and enables people to move around easily on the Internet by clicking. Hypertext and hypermedia have made the Internet more powerful and more useful to more people. Before the Web, the Internet mostly connected universities, large companies, and government agencies. Since the Web, the Internet has moved into schools, small businesses, and homes. The Web is a good example of how technology continually improves. 
Here are examples of how new technologies build on old technologies to become more powerful and more useful:

· Computers were invented to store and process information.

· Networks were invented to connect computers. 

· The Internet was invented to connect networks. 

· The Web was invented to connect information.
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What to Do
Complete the following task to show what you have learned about the Web. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a URL analysis before you begin. 

Task: Analyze the URLs of your sources.

Goal: Show that you know how the World Wide Web works.

See the example: Microsoft Word* or PDF

1. Open the document that contains the URLs of the sources you cited.

2. Save the document with a new file name. You will need the original document later.

3. Analyze the URL of each of your sources. For each source, write an explanation of what you can learn about a source from its URL. 

4. Save your document.

5. In your bookmarks, create a folder for each type of domain you cited. Organize your sources so that each bookmark is in the appropriate folder.

6. Open one of your sources in a browser. Save the Web page to your computer. If you are not sure where to save the page, ask your teacher.

7. Open the Web page you saved in a text editor. Explain to your teacher why the page appears differently in the text editor than it did in the browser.

8. Review the checklist and revise your list of sources to make sure it is complete.

9. Share your source list and analysis.

  < Back to Information | Next to Quiz >

[PRORAMMING INSTRUCTIONS]
See programming notes on the Main Page in this section.
	Microsoft* Word


	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Describe/ResearchWritePublish/OR_WebBasics_Example.doc

	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Describe/ResearchWritePublish/OR_WebBasics_Example.pdf


	Type of Page 
	Level 4 Content Page

	Supertitle
	Online Research | Web Basics

	Headline Title
	Quiz


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about the Web. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. Which would most likely be the most common default appearance of hyperlinks?
· Web Page [Correct! Hyperlinks appear in blue underlined text by default, but their appearance can be customized.]
· Web Page [Try again. This could be a link, but only if the default hyperlink settings are changed in a web browser or Web site file.] 

· Web Page [Try again. This could be a link, but only if the default hyperlink settings are changed in a web browser or Web site file.]
 

2. Which could be a valid URL?

· http://www.intel.com [Correct! This address shows that HTTP is the protocol and includes a well-formed domain name.]
· html://www.intel.com [Try again. HTML is a computer markup language, not a protocol.] 

· www://http.intel.com [Try again. The WWW label is often part of a well-formed domain name, but it is not a protocol.]
 

3. What is an important function of hypermedia?

· It interprets HTML to display a document as a Web page. [Try again. A browser interprets HTML and displays the code as a Web page.]
· It transfers a document from one computer to another. [Try again. Protocols help transfer documents from one computer to another.] 

· It combines different kinds of information in a document. [Correct! Hypermedia brings multimedia to the Internet. ]
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Task: Conduct a keyword search for information that could help answer your interview questions.

Goal: Identify and bookmark a variety of sources.

You may want to review an example of a keyword list before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Have you ever searched the Web for some specific information? Did you find what you wanted right away? Did you search for a long time? As the Web grows, finding the right information quickly can be challenging. 

You can begin your search on Web sites known to be credible. That approach is almost always a good idea because known credible sites are likely to provide reliable information. What if you cannot find what you need on sites you already know about? At times, you may need to turn to the World Wide part of the World Wide Web. 

What do you do when you need to make a global search of all Web sites? Many online programs can help you find the information you need. Do you know which search program to use and how to use it? If you do, you can find the information you need and save time, too.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about searching the Web. You can get a more complete definition of each term from Fact Monster*.

New Words

Database: A collection of information organized and stored on a computer so it can be quickly and easily searched and sorted.
Hit: A successful match between keywords and Web sites returned by a search engine or directory.

Keyword: A word that is related to a topic in an important way and helps you find more information about the topic.

Search Directory: A Web site that categorizes Web pages by subject to make searching easier.

Search Engine: A program that scans the Internet and creates a database of the words contained in Web sites so users can find Web pages containing specified keywords.
Review Words

Cite: Refer to a source of information, usually in a formal way.

Credible: A source you can trust to provide true information.

Evaluate: Determine the usefulness of a source.
Reliable: Capable of producing accurate results every time.

Research: Study a topic carefully using credible sources.

Source: Anything or anyone providing information about a topic.
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Learning from the Web

You are probably familiar with some of the common search programs on the Web. Each works differently and has its own strengths and weaknesses. Explore some of the search programs listed in this section. Learn how they work and how to use them effectively.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about search programs, keep those in mind too.

Guiding Questions

· What are the strengths and weaknesses of different search programs?

· When is the best time to use each search program?

· How can you get the most accurate hits from a Web search?

Web Sites

How to Search

· Finding Information on the Internet* from Fact Monster*

· Worlds of Web Searching* from KidsClick!*

· How Search Engines Work* from HowStuffWorks*

· Frequently Asked Questions (FAQs)* from Community Learning Network*

Search Tools for Kids

· Ask for Kids*

· KidsClick!*

· Yahoo! Kids*

Search Tools for Everyone

· Ask*

· Google*

· Yahoo*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about searching the Web. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Searching the Web

You can use two main kinds of programs to search the Web. Both programs are databases of Web sites organized by keywords. The main difference between two kinds of search programs is how you use the keywords.
· A search directory provides lists of keywords organized into categories. The categories begin with more general keywords, such as arts. When you click a keyword, you get a list of more specific categories, such as literature or authors. As you click through the directory levels, you access links to Web sites, or hits, that more accurately match your topic.

· A search engine provides a text box used to search a database for specific keywords. When you enter a keyword, you get all the Web site references that contain that word. Your hits may not be very accurate if the keyword you entered is not specific. Many keywords also have more than one meaning. 

A skilled searcher often uses both search directories and search engines, because each has strengths and weaknesses. Web sites in a directory have usually been reviewed by someone. Web sites in a search engine have usually only been analyzed by a computer. The person is more accurate, but the computer is much faster. As a result, directories usually contain far fewer Web sites in their databases. A directory often gives you better hits, but it almost always misses some good Web sites. 

Getting Good Results

The key to getting the best results from a search engine is the keyword. A good keyword is specific. It relates to your topic, and it does not relate to very many other topics. Sometimes, you may not know a good keyword for your topic. You can often use a directory to find good keywords for your topic. Then, you can use those keywords in a search engine to find more Web sites. 

Remember that spelling counts! Whatever keywords you choose, you must spell them correctly. A search engine does not know what you want, it only knows what you type.

After you have good keywords, you can use some strategies to get better hit results. Remember that every search engine is a little different. What works on one may not work on another. Even so, some strategies work on most search engines.

How to Get Fewer Hits

· Use more keywords. Most search engines look for all the keywords you enter. When you enter more keywords, your hits should be more accurate. Of course, your keywords must be specific.

· Use quotes. Most search engines treat more than one word in quotes as a single keyword. They return only sites that have the exact same words in the exact same order. 

· Use AND or a plus sign (+). If you want to see only sites that have a keyword, you can put AND or + in front of the keyword. Note that some search engines assume you only want to see hits that have all keywords.

· Use NOT or a minus sign (-). If you do not want to see sites that have a keyword, you can put NOT or - in front of the keyword. Note that some search engines ignore NOT or treat it as a regular word.

How to Get More Hits

· Use fewer keywords. Just as more keywords give you fewer hits, fewer keywords give you more hits. Sometimes, you may not be able to find a lot of information on a topic. In those cases, you can use fewer keywords to get more hits.

· Use OR. If you want to see all Web sites that have any of your keywords (even if they do not have all of your keywords), you can put OR between your keywords. 

Some search engines give you tips while you search. If you misspell a keyword, for example, the search engine may ask if you meant another similar word. You should never count on a search engine to correct your mistakes. Be alert! Of course, if a search engine gives you a good hint, you should try it.
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What to Do
Complete the following task to show what you have learned about searching the Web for information. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a keyword list before you begin. 

Task: Conduct a keyword search for information that could help answer your interview questions.

Goal: Identify and bookmark a variety of sources.

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name and the date at the top of a new document.

2. Use your interview questions to create a list of possible keywords. You want to identify words that relate to your topic but not to a lot of other topics. Type your keywords in the document.

3. Use your keywords and a search directory to find information that could help answer your interview questions. What keywords does the directory list for your topic? Do you see any new words that could be good keywords for your search?

4. Add new keywords to the document. You may want to organize your keywords by interview question. You can create a bulleted or numbered list of keywords for each question.

5. Save your document and share your keywords with your teacher.

6. Use your keywords and a search engine to find information that could help answer your interview questions. Remember to use the appropriate strategies if you need fewer or more hits.

7. When you find a good source, use your web browser to bookmark it.

8. Review the checklist and revise your keyword list to make sure it is complete.

9. Share your bookmarks.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about searching the Web. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. Which statement about a search engine is true?

· All hits returned by a search engine have been reviewed by a person. [Try again. Web sites in a directory may be reviewed by a person, but the sites in a search engine often have just been analyzed by a computer.] 

· A search engine may miss a lot of useful Web sites. [Try again. A good search engine has a very large database that includes many useful Web sites.]
· Many hits returned by a search engine may not be useful for your research. [Correct! A good search engine has a very large database. It does not miss many useful Web sites, but its search results may include many sites that are not relevant to your research.]
2. What is a good way to get fewer hits?

· Use NOT or a minus sign (-). [Try again. This is true, but it is not the best answer.] 

· Use more keywords. [Try again. This is true, but it is not the best answer.]
· Both of the above. [Correct! Using NOT or a minus sign and more keywords are effective strategies for reducing the number of hits.]
3. What is a good way to get more hits?

· Use OR between keywords. [Correct! Using OR between keywords results in getting more hits.]
· Use AND between keywords. [Try again. Using AND between keywords is a good way to get fewer hits.] 

· Both of the above. [Try again. Only one answer is a good way to get more hits.]
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Task: Create or choose a form to evaluate the Web sites you have bookmarked.

Goal: Choose the most credible sources of accurate and reliable information that helps you find the best answers to your interview questions.

You may want to review an example of a Web site evaluation before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Have you ever seen information on the Web that just could not be right? You probably have, because a lot of information on the Web is inaccurate. 

Anyone with a computer and access to the Internet can create a Web site. Some sites created by individuals or small organizations provide a lot of accurate information, but other small sites contain a lot of nonsense. Can you tell the difference?

You know how to use keywords to narrow your search. You know some strategies to make your search as accurate as possible. But you may still receive hundreds or thousands of hits. How do you know which sites are the most credible? To find credible sites, you have to know how to evaluate the information you find. 

Evaluation involves judging a Web site against specific criteria. All Web resources are not created equal. Do you know how to separate the reliable information from the unreliable information? When you do, you have the full power of the World Wide Web at your fingertips.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about evaluating Web sites. You can get a more complete definition of each term from Fact Monster*.

New Words

Accurate: Careful to provide true information.

Bias: Tendency to favor one particular point of view.

Criterion: A rule or guide used to measure value and aid in decision making.

Review Words

Cite: Refer to a source of information, usually in a formal way.

Credible: A source you can trust to provide true information.

Evaluate: Determine the usefulness of a source.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Reliable: Capable of producing accurate results every time.

Research: Study a topic carefully using credible sources.

Source: Anything or anyone providing information about a topic.
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Learning from the Web

Explore some specific criteria for evaluating Web sites. A variety of forms are available to help you evaluate Web sites. You can also create your own form with the criteria most important to you. Learn how to use specific criteria and choose the best online sources for your research.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about evaluating Web sites, keep those in mind too.

Guiding Questions

· What specific criteria are most important?

· How can an evaluation form help you make good decisions about Web sites?

· Which of your bookmarked Web sites would be the best sources for your narrative essay?

Web Sites

· Evaluating Web Information* from Fact Monster*

· Web Site Evaluation Form* from MarcoPolo*

· Critical Evaluation of a Web Site* from Discovery School*

· WWW CyberGuide Ratings for Content Evaluation* (PDF; 1 page) from Cyberbee*

· Using the Internet for School Reports* from Boston Public Library*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about evaluating Web sites. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Evaluating Information

The World Wide Web provides an enormous amount of information on almost any topic. Unfortunately, it also provides a lot of misinformation. You have to know how to evaluate the information you find. 

Evaluation involves judging a Web site against specific criteria. You can find many different lists of criteria, but they all have three goals in common. They all include criteria to make sure that a Web site is a credible source of accurate and reliable information.

Here are some questions to ask when evaluating a Web site:

Credible

· Does the site explain the history and purpose of the organization?

· How much knowledge and experience do the authors have? 

· Does the site appear to be supported by a full-time team of experts?

· Is the Web site selling products or promoting a cause? (Be cautious when an organization has a particular point of view, or bias.)
Accurate

· Is the site’s content easy to read and understand?

· Is evidence provided that shows that the information on the site is updated regularly?

· Does the site provide links to more information on other credible Web sites?

· Do other credible Web sites link to the site?

Reliable

· Does the content provide better information than other Web sites?

· Does the site provide contact information for questions about content?

· Does everything on the site work as expected, including links, audio, and video?

· Does the site provide contact information for technical problems?
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What to Do
Complete the following task to show what you have learned about evaluating Web sites. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a Web site evaluation before you begin. 

Task: Create or choose a form to evaluate the Web sites you have bookmarked.

Goal: Choose the most credible sources of accurate and reliable information that helps you find the best answers to your interview questions.

See the example: Microsoft Word* or PDF

Create an Evaluation Form

1. Start a new word processing document. Always remember to type your name and the date at the top of a new document.

2. Create your own Web site evaluation form.

3. Save your form and share it with your teacher. Make sure you include enough criteria for a thorough evaluation.

Choose an Evaluation Form

1. Choose a Web site evaluation form that includes criteria important to you.

2. Download the evaluation form to your computer. You may want to modify the form to remove or add specific criteria.

3. Save your form and share it with your teacher. Make sure you include enough criteria for a thorough evaluation.

Evaluate New Sources
4. Use your form to evaluate the Web sites you have bookmarked.
5. Decide which sites would make the best sources for your narrative essay. 
6. Share your site evaluations and source choices with your teacher. Save your evaluations. You will use them later.

Add New Sources

7. Open the document you created to cite the sources you bookmarked in the first activity. Review those sources using what you learned in this task. Are the sources credible, accurate, and reliable?
8. Add the new sources you have chosen in this task. Your teacher may want you to use a specific format. These Web sites can help:

· Citation Machine* from the Landmark Project* 

· NoodleBib Express* from NoodleTools*

9. Review the checklist and revise your list of sources to make sure it is complete.

10.  Save your document.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about evaluating Web sites. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What do good sources for research have in common?

· Accuracy [Try again. Good sources are accurate, but a better answer is available.]
· Reliability [Try again. Good sources are reliable, but a better answer is available.] 

· Both of the above [Correct! Good sources for research are accurate, reliable, and credible.]
 

2. Which of the following is evidence of credibility?

· A Web site explains the history and purpose of the organization. [Correct! A credible organization is open and honest about itself.]
· A Web site uses a lot of exaggeration, like best and greatest. [Try again. This type of language may indicate a strong point of view.] 

· A Web site provides links to other credible Web sites. [Try again. This is a good sign, but it supports the accuracy of a site more than its credibility.]
 

3. Which of the following is evidence of reliability?

· A Web site provides resumes for its authors. [Try again. This is a good sign, but it indicates credibility more than reliability.] 

· A Web site provides e-mail addresses for the authors. [Correct! Web sites that provide contact information for feedback tend to be more consistently accurate.]
· A Web site has some links that return error messages. [Try again. Broken links and error messages are evidence that a site is not reliable.]
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Task: Write an annotated bibliography of the sources.
Goal: Explain why you chose the sources for your narrative essay.

You may want to review an example of an annotated bibliography before you begin. 
See the example:
Microsoft Word* | PDF 
Key Concept

You selected some good sources for your narrative essay. Now what? Are you ready to begin writing your essay? First, you need to organize the information you found. You want to make sure you answer all of your questions correctly. How can you get organized? 

One effective way to organize information is to summarize your sources. You can summarize your sources by writing an annotated bibliography. What is an annotated bibliography? How is it different from a regular bibliography? What can an annotated bibliography do for you? 

A regular bibliography is a list of sources on a particular topic. Citing all your sources is always important. An annotated bibliography also includes comments about each source. Writing comments that summarize your sources is an effective way to organize your information.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about an annotated bibliography. You can get a more complete definition of each term from Fact Monster*.

New Words

Annotate: Add notes or comments to describe and evaluate a source.

Bibliography: A collection of sources relating to a specific topic.

Paraphrase: Restate an author’s ideas using different words.

Plagiarism: Copying or making slight changes in a written or created work and presenting it as a new or original work.

Summarize: Explain the main points and important details of an author’s ideas.

Review Words

Accurate: Careful to provide true information.

Bias: Tendency to favor one particular point of view.

Cite: Refer to a source of information, usually in a formal way.

Credible: A source you can trust to provide true information. 

Reliable: Capable of producing accurate results every time.

 < Back to Annotated Bibliography | Next to Exploration >

	Type of Page 
	Level 4 Content Page

	Supertitle
	Online Research | Annotated Bibliography

	Headline Title
	Exploration


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

Learning from the Web

First, explore some ways of writing an annotated bibliography. Then, explore some examples of annotated bibliographies. Learn how to annotate the credible sources you have cited for your narrative essay.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about annotated bibliographies, keep those in mind too.

Guiding Questions

· What kind of information should you include in your annotations?

· What are some ways to write complete, but short, annotations?

Web Sites

Writing an Annotated Bibliography

· Write a Bibliography* from Fact Monster*

· Recording and Organizing Information* from Fact Monster*

· Plagiarism* from Fact Monster*

· Annotated Bibliographies* from the Purdue University’s Online Writing Lab*

· Annotated Bibliographies* from the University of Wisconsin Writing Center*

Examples of Annotated Bibliographies

· Almost a Woman Links and Bibliography* from PBS*

· Internet Guides* from Encylopædia Brittanica’s Guide to Black History*

· Writing* from the Librarians’ Internet Index*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about an annotated bibliography. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Citing Sources

When you use a source for your research, you cite the source in a bibliography. Citing all your sources is always important. A bibliography is a list of your sources, usually in alphabetical order by the authors’ last names.

You must cite all your sources, not just those that you quote. You must also cite any sources that you paraphrase or summarize during your research. Otherwise, you have plagiarized the author of the source. Plagiarism is when you fail to cite a source you have quoted, paraphrased, or summarized. 

An annotated bibliography is a bibliography that includes some comments about each source. The comments, or annotations, summarize the sources. You may want to write an annotated bibliography for many reasons. What you include in the annotations depends on your purpose. 
Most annotations do one or more of the following:
· Paraphrase main points and important details. Annotations often include only selected information that relates to the research topic.

· Evaluate the credibility, accuracy, and reliability of sources. 

· Reflect on why sources are chosen and, sometimes, when it would be useful to other researchers.
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What to Do
Complete the following task to show what you have learned about an annotated bibliography. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an annotated bibliography before you begin. 

Task: Write an annotated bibliography of the sources.
Goal: Explain why you chose the sources for your narrative essay.

See the example: Microsoft Word* or PDF

1. Open the document that cites all the credible sources you have chosen. 

2. Save the document with a new filename to indicate that it contains your annotated bibliography.

3. Annotate each source with one complete paragraph that paraphrases the relevant information from the source. You only need to include information related to your interview questions. You may also explain briefly why you chose the Web site and how you decided it was credible source of accurate and reliable information.

4. Review the checklist and revise your annotated bibliography to make sure it is complete.

5. Save your document.

6. Share your annotated bibliography.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about an annotated bibliography. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is the best reason to annotate a bibliography?

· To cite your sources after you are done writing [Try again. Paraphrasing and summarizing your sources after you write does not help you write a better essay.] 

· To organize information before you begin writing [Correct! Writing annotations is a great opportunity to paraphrase and summarize your sources.]
· To copy information from your sources [Try again. You want to paraphrase and summarize your sources when you annotate.]
 

2. What does a useful annotation usually include?

· Evaluation of sources [Try again. Useful annotations evaluate sources, but another answer is better.] 

· Reflection on sources [Try again. Useful annotations reflect on sources, but another answer is better.]
· Both of the above [Correct! Useful annotations evaluate, reflect on, and summarize sources.]
3. Which statement describes plagiarism?

· When you paraphrase another author and cite the source [Try again. You can paraphrase another author as long as you cite the source.] 

· When you quote another author’s words and cite the source [Try again. You can quote another author’s words as long as you cite the source.]
· When you summarize another author and do not cite the source [Correct! You must cite your sources, even when you summarize.]
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Thinking about Learning

What have you learned in this module? You explored research skills. You explored how the World Wide Web works. You found, evaluated, and chose good sources for your narrative essay. You wrote an annotated bibliography of those sources.

You have learned:

· How to make sure you use credible information sources when you conduct research
· How the Web uses hypertext to link related documents together and combine different kinds of information into a single document

· How to use keywords to get the best results from search engines and search directories

· How to use specific criteria to decide whether a Web site is credible, accurate, and reliable

· How to organize information from credible sources with an annotated bibliography
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Checklist for Online Research

Checklists can help you keep track of your work. Have you completed all the tasks in this activity? Use the following checklist to make sure you are ready to write your narrative essay. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Research Basics

Task: Source List

· Open a new word processing document and type your name, date, and a title 

· Create a list of Web sites to use in your narrative essay according to an agreed-on format

· Be sure that your sources are credible by checking that they:

· Are sponsored by an organization that you recognize

· Have everything on the Web site working correctly

· Have content that can be checked against other sources

· Save your document

· Export your bookmarks

Activity 2: Web Basics

Task: URL Analysis

· Open your source list and save it with a new filename

· Write an explanation of what you can learn about a source from its URL

· Check the spelling and grammar of your analysis 

· Save your document

· Organize your bookmarked Web pages into folders by domain

· Save a Web page and open it in a text editor. Explain why the Web page looks different in the text editor

Activity 3: Web Search

Task: Keyword List

· Open a new word processing document and type your name, date, and a title
· Create a list of keywords to guide your Web search to help answer your interview questions

· Be sure to organize your list—possibly by your interview questions

· Use keywords and search engines to find information to answer your interview questions

· Bookmark useful Web sites

· Save your document

Activity 4: Web Evaluation

Task: Web Sites Evaluation 

· Use or create a Web site evaluation form

· Select Web sites for researching your narrative essay and make sure sites are:

· Credible

· Accurate

· Reliable

· Review your old list of sources to make sure your sources are credible, accurate, and reliable

· Add your new Web sites to your list of sources

· Save your document

Activity 5: Annotated Bibliography

Task: Annotated Bibliography
· Open your list of sources and save it with a new filename

· Add one-paragraph annotations to each of your sources, which:

· Paraphrase the main points

· Evaluate the credibility, accuracy, and reliability of source

· Reflect on why you chose the source

· Check the spelling and grammar of your bibliography 

· Save your document
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Rubric for Online Research

The main purpose of a rubric is to help you do your best work. What column best describes your source selection and annotated bibliography? Is all of your work best described by column 4? If not, what could you improve? 
	
	4
	3
	2
	1

	Source Selection
	Search directories and search engines are used successfully to find keywords.

Specific and relevant keywords are used to narrow search results and improve the quality of hits. 
	Search directories and search engines are used somewhat successfully to find keywords.

General and relevant keywords are used to narrow search results and improve the quality of hits. 
	Search directories or search engines are used to find keywords.

Vague and relevant keywords are used to narrow search results and improve the quality of hits. 


	Neither search directories nor search engines are used to find keywords.

Keywords are not identified or not used. 



	Source Evaluation
	All sources found are credible, accurate, and reliable.
	Most sources found are credible, accurate, and reliable.
	Some sources found are credible, accurate, and reliable. 
	No sources are credible, accurate, and reliable.

	Sources Summary
	All sources are annotated with a clear rationale for including them and include a thorough summary.
	Most sources are annotated with a clear rationale for including them, but the summary is not complete.
	Some sources are annotated with a clear rationale for including them, but most do not include a  summary of the source.
	Most sources are not annotated.  

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly.
Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost, but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Reflection on Online Research
How can you make sure you really understand something? One of the best ways is to explain it to someone else. You might talk to another student, a teacher, or someone in your family.

Be prepared to discuss:

· What you learned about research

· Why you chose each of your sources

· What you learned about annotating a bibliography

· How you wrote your best annotation
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Checklist: Before you begin, review the checklist for this module. Use the checklist to make sure that you complete all the tasks for each activity. 

See the checklist >
Rubric: Before you begin, review the rubric for this module. Use the rubric to help you understand what is important to know and do. 

See the rubric >

Big Idea

Are you ready to write a narrative essay? A really good story can make writing seem easy. But most good stories are the result of a lot of hard work. Most successful writers work through a process to help them write the best story possible. The best stories are carefully planned, creatively drafted, thoroughly revised, and strictly edited. The writing process can be used for all types of writing in school, work, and life. Learn how to use the writing process to tell the best story you have ever written!

In this module:

· Learn how to use literary elements to plan your narrative essay

· Use a word processing application to help you to be a better writer

· Be as creative as possible in the first draft of your essay

· Revise your essay to give your audience the very best story you can tell

· Edit your essay to polish the story and make it ready for an audience

Activity 1: Essay Planning >

Does a blank page cause your mind to go blank? Most successful writers plan the story they want to tell before they begin to write. You can use literary elements to create a clear picture of the story you want to tell. Plan the story you want to tell and answer your interview questions.

Activity 2: Word Processing >

What is a word processing application? You have probably used it many times. Have you ever thought about how it works? Have you ever thought about how documents were created before computers? Knowing how to use a word processing application can help you become a better writer.

Activity 3: Essay Drafting >

Are you ready to write? You have learned about narrative writing, researched your topic, and planned your essay. Now, use what you have learned to draft your narrative essay. A first draft means that you can try anything once! Are you ready to be creative? 

Activity 4: Essay Revision >

Congratulations! You have written the first draft of your narrative essay. You were so creative that you have a great story, but could it be better? Revising a narrative is about giving your readers the best story you can write. Can you put yourself in the minds of your readers?

Activity 5: Essay Editing >

Are you ready to share your story with the world? Before you let everyone read your narrative essay, you need to edit. Editing is finding and correcting problems with writing mechanics. You do not want spelling and grammar errors to ruin your great story.

Look Back >

Reflect on what you learned in this module. Are you ready to publish your narrative essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your narrative essay. Talk about what you learned and how you did your work.
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Checklist for Writing Process
Checklists can help you keep track of your work. Use the following checklist to make sure you complete the task for each activity. If you have access to a printer, you may want to print the checklist for reference as your work through the activities. Ask your teacher for help if you have any questions about the checklist. 
Activity 1: Essay Planning

Task: Interview Questions Responses
· Plan the characters, plot, and setting for your narrative essay

· Open your interview questions document and save it with a new filename

· Answer your interview questions from the point of view of the main character in your essay. Use your prewriting work to help you with this.
· Write answers in first person

· Use words the character would use

· Describe details about the character’s life

· Explain how the character feels about the events that happen in the story

· Include distinctive details about the location where the story takes place

· Save your document

Activity 2: Word Processing 
Task: Menu Identification
· Type your name, date, and title in a new document

· Identify five menu actions you can use to write a narrative essay
· Describe each of the actions

· Explain how the actions can help you write an essay

· Save your document

Activity 3: Essay Drafting 
Task: Narrative Essay Draft

· Open a new word processing document and type your name, date, and a title
· Write the first draft of your narrative essay, using the answers to your interview questions 

· Develop your:

· Characters

· Plot

· Setting

· Include:

· Dialogue

· Consistent point of view

· Underlying theme

· Save your document

Activity 4: Essay Revision 
Task: Narrative Essay Revision 

· Open your narrative essay draft and save it with a new filename

· Revise your essay

· Be sure to:

· Put yourself in the minds of your readers—make sure you have enough information for readers who have not researched your topic so that they can understand your story and your theme

· Make the story interesting and informative

· Remove paragraphs that do not relate to the story

· Put sentences in a logical order

· Rewrite long or confusing sentences or paragraphs

· Make sure the story flows so that readers can follow the plot

· Remove extra details that do not help develop the characters or the setting

· Add details to improve the development of the characters and the setting

· Make sure each character’s point of view is consistent throughout the story

· Provide enough information for readers to understand your theme

· Replace general words with descriptive words

· Save your document

Activity 5: Essay Editing 
Task: Narrative Essay Edit

· Open your narrative essay revision and save it with a new filename

· Edit your essay, and check the following:

· Spelling

· Punctuation

· Capitalization

· Sentences (no fragments or run-ons)

· Paragraphing

· Subject–verb agreement

· Verb tense 

· Point of view (consistent use of first person or third person)

· Vocabulary (no unnecessary words)
· Save your document
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Rubric for Writing Process
The main purpose of a rubric is to help you do your best work. Use the rubric to make sure you understand what you are expected to learn. Is all of your work best described by column 4? If not, what can you improve? If you have access to a printer, you may want to print the rubric for reference as your work through the activities. Ask your teacher for help if you have any questions about the rubric.
	
	4
	3
	2
	1

	The Story
	The story is easy to follow and interesting.

Characters are distinct and memorable.

The theme is directly related to the topic and helps readers find meaning in the story.
	The story is easy to follow and somewhat interesting.

Characters are consistent and distinct.

The theme is directly related to the topic.
	The story is somewhat difficult to follow, or is not interesting. 

Characters are not distinct.

The theme is indirectly related to the topic.
	The story is difficult to follow and not interesting.

Characters are inconsistent throughout the story.

The theme is not related to the topic.

	Literary Elements
	Point of view is consistent throughout the entire story.

Characters, plot, setting, and theme are fully developed with descriptive details.
	Point of view is consistent throughout most of the story.

Characters, plot, setting, and theme are fully developed but lack some descriptive details.
	Point of view varies throughout most of the story.

Some literary elements are fully developed and include some descriptive details.
	Point of view varies throughout the entire story.

Literary elements are not developed or are missing and include very few descriptive details.

	Writing Process
	Planning is organized and focused on developing many descriptive details about character, plot, and setting.

Drafting is creative, and different approaches are used.

Revision is thorough and objective.

Editing is thorough and systematic.
	Planning is organized and focused on describing character, plot, and setting.

Drafting is creative, but different approaches are not used.

Revision is objective but not thorough.

Editing is systematic but not thorough.
	Planning is organized but not well focused on describing character, plot, and setting.

Drafting is somewhat creative.

Revision is substantial but not objective.

Editing is not systematic.
	Planning is hurried and incomplete.

Drafting is hurried and incomplete.

Revision is hurried and incomplete.

Editing is hurried and incomplete.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.

Paragraphing is appropriate and helps move the story along.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
Paragraphing is appropriate throughout most of the story.
	Several words are misspelled or capitalized incorrectly..

Several sentences are punctuated incorrectly.
Paragraphing is awkward throughout most of the story.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

Paragraphing is awkward throughout the entire story.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Task: Answer your interview questions by imagining that you are the main character in the story.

Goal: Use character, plot, and setting to paint a clear picture of the story you want to tell.

You may want to review an example of interview question responses before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Does a blank page cause your mind to go blank? Most successful writers plan the story they want to tell before they begin to write. You have learned about narrative writing and literary elements. You have researched your topic and found reliable information from credible sources. Now, you can plan the story you want to tell and answer your interview questions.

Recall that literary elements are guidelines to help you tell a meaningful and engaging story. You can use literary elements to create a clear picture of the story you want to tell. You can begin by creating the main character in your story. What can you learn from the main character about the plot and setting of your story?

How do you create a character? You imagine that you are the character. You take on the character’s point of view. You think like the character thinks. You use words the character would use. A good character comes alive in the minds of your readers. Readers should be able to remember what your character said and did after they finish reading your story. Are you ready to become the main character in your narrative essay?
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about planning an essay. You can get a more complete definition of each term from Fact Monster*.

New Words

Brainstorm: Think of many possibilities as quickly as you can.

Prewrite: Plan the major elements of an essay before you begin to write the essay.

Review Words

Character: A person in a story who can be identified by particular looks or behavior.

Conflict: A disagreement among people or ideas.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrative: A type of writing that tells a story about events that someone experiences.

Plot: The important events that an author describes in a story.

Resolution: A way to end a struggle among people or ideas. 

Setting: The time and place in which a story happens.
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Learning from the Web

Explore some Web sites that help you plan a narrative essay. Learn how to create a clear picture of the story you want to tell.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about planning a narrative essay, keep those in mind too.

Guiding Questions

· How can you make your character come alive for you and your readers?

· What is special about your character that makes him or her interesting?

· How can you use plot and setting to draw readers into your story?

Web Sites

· Student Materials Index* from ReadWriteThink*

· Literary Elements Mapping*

· Character Trading Cards*

· Circle Plot Diagram*

· Plot Diagram* 

· Character Builder* from The Scriptorium*

· Plot Planner* from The Scriptorium*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about planning an essay. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Prewriting

Planning a narrative essay before you begin to write the story is called prewriting. Many tools are available online to help you plan a narrative essay. Most prewriting strategies are based on the literary elements you learned at the beginning of this project. In particular, you can use character, plot, and setting to plan the story you want to tell. If you have trouble getting started, brainstorming can help you generate some ideas.
Character

Recall that characters are the people in a story. Creating a character involves understanding the special qualities that make a person unique from everyone else. One prewriting strategy is to get to know the characters in your story. You can even imagine that you are the main character. You can learn a lot about plot and setting from your main character. You may want to begin by brainstorming as many characteristics of the people in your story as you can.  
Here are some questions that can help you create memorable characters:
· How does the character look?

· What does the character wear?

· Does the character have favorite words or sayings?

· How does the character get along with other characters?

· How does the character walk or talk?

· What types of activities does the character enjoy?

Plot

Recall that plot is what happens in a story. An effective plot draws readers into a story and gives readers a chance to get to know the story’s characters. One prewriting strategy is to map out the events that take place in a story. Most plots have some kind of conflict or crisis. When the conflict or crisis is resolved, readers find out what happens to the characters. You may want to begin by brainstorming some different events that your main character might experience.  
Here are some questions that can help you create an engaging plot:

· What events do the characters experience during the story?

· What might cause conflicts among the characters?

· How could the characters resolve the conflict?

· Do the characters face a crisis as a result of events they experience?

· What can the characters do to resolve the crisis and what is beyond their control?

Setting

Recall that setting is the time and place of a story. Specific details of a setting can help readers picture the story in their minds. One prewriting strategy is to describe some important details about the setting. A well-crafted setting allows readers to become part of the story. You may want to begin by brainstorming some unusual features of the location where your story takes place.  
Here are some questions that can help you create a vivid setting:
· Where does the story take place?

· What are some details that make the place different from any other place?

· When do the events of the story take place?

· What is common in the story’s time but unusual in other times?

· What mood do you want the setting to create?
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Use the Intel® Education Help Guide to learn technology skills.

Word Processing

##Make paragraphs look good#SkillID=WP_4.1&ShowGroup=true##

##Make bulleted list#SkillID=WP_4.7##
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What to Do
Complete the following task to show what you have learned about planning an essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of interview question responses before you begin. 

Task: Answer your interview questions by imagining that you are the main character in the story.

Goal: Use character, plot, and setting to paint a clear picture of the story you want to tell.

See the example: Microsoft Word* or PDF

1. Choose one of the prewriting tools you explored and use it to help plan your narrative essay. Describe the story you want to tell to your teacher.

2. Open the document containing your interview questions. Make sure you have planned enough details about character, plot, and setting to answer your interview questions thoroughly.
3. Save the document with a new filename. The filename should indicate that it contains your answers.

4. Change the title of the document to indicate that it contains your answers.

5. Imagine that you are the main character in your narrative. Answer each question from the point of view of the character.

· Write your answers in first person, using pronouns such as I and we.

· Use words that the character would use.

· Try to describe details about the character’s life.

· Explain how the character feels about the events that happen in the story.

· Include distinctive details about the location where the story takes place.

6. Review the checklist and revise your interview answers to make sure they are complete.

7. Save your document.

8. Share your interview responses.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about planning an essay. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What can help you create an interesting character?

· How the character looks [Try again. A character’s appearance can be important, but another answer is better.]
· Something the character says often [Try again. Phrases a character uses can be important, but another answer is better.]
· Both of the above [Correct! Anything that is special of different makes a character more interesting.]
2. What can help you create an engaging plot?

· Character [Try again. Character is another literary element; it is not part of plot.]
· Conflict [Correct! A conflict makes readers interested in a story.]
· Both of the above [Try again. Only one of the answers is correct.]
3. What can help you create a vivid setting?

· Details that make a person unique from other people [Try again. Details about a person help make a character memorable.]
· Details that make a place unique from other places [Correct! Details about the locations where the events take place help create a vivid setting.]
· Details about the events that characters experience [Try again. Details about the events help make an interesting plot.]
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Task: Describe five actions you can select from the menus of a word processing application’s graphical user interface.

Goal: Explain how you can use these five actions to write your narrative essay.

.

You may want to review an example of a menu identification before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

What is a word processing application? It is a software program used to create documents. You have probably used one many times. Have you ever thought about how it works? Have you ever thought about how documents were created before computers? 

Before computers, the only way to create a document was by hand, with a typewriter, or on a printing press. Making any changes to a document was a lot of work. If you made a mistake, you often had to start all over. Even a small mistake was a really big deal!

The first word processing applications made changing a document quicker and easier than it was before. If you made a mistake, all you had to do was delete it and retype. You could also move text around whenever and wherever you wanted. However, with the first word processing applications, you could only work with text and create simple documents. Modern word processing applications can create complex documents and contain many types of multimedia.

Are you getting the most out of your word processing application? Unless you know how it works, you probably are using only a few of its tools. The more you know about how the application works, the more you can do with it.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about a word processing application. You can get a more complete definition of each term from Fact Monster*.

New Words

Application: A computer program designed for a specific purpose.

Graphical User Interface (GUI): A set of menus and icons that makes an application easier for people to use.

Icon: A picture that represents a specific action for a computer to take.

Input: Data entered into a computer.

Output: Data produced by a computer.

Program: A set of instructions for a computer to perform. 

Word Processing Application: A software application designed to create documents.

Review Words

Multimedia: Combining more than one type of information, such as words, numbers, images, audio, and video.

Network: A system of computers connected either by wires and cables or wirelessly by antennas and towers.
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Learning from the Web

Explore some Web sites about word processing applications. Learn what a word processing application is and how it works. 

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about word processing applications, keep those in mind too.

Guiding Questions

· How does word processing make writing a narrative easier?

· What are the main parts of a word processing application’s graphical user interface?

Web Sites

· Word Processing* from Fact Monster*

· Computer Program* from Fact Monster*

· How PCs Work* from HowStuffWorks*

· ABCs of Word Processing* from GeekGirls*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about a word processing application. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Word Processing Applications

A word processing application is designed to create documents. Word processing applications provide tools that help you write, edit, format, and print documents. The first word processing applications only handled text. They were capable of creating basic documents, such as letters and reports. 

Modern word processing applications can create multimedia documents. Users now have much more control over how a document appears. Word processing can be now be used to create brochures, greeting cards, and even Web pages.

Early Word Processing Applications
The first word processing applications only accepted input from a keyboard. You did not need a mouse because they did not have any menus or icons. You had to know the command for what you wanted to do. Then, you would type the command on your keyboard. A keyboard is an input device, because you use it to enter information into a computer. 

You could read what you typed on a monitor, just like today. However, the first monitors could only display text and only one color. A monitor is an output device, because it sends information out from the computer for a person to view. 

A printer is also an output device. Like the first monitors, the first printers could only print text and only in black and white. Each printer was usually connected directly to a computer. You could only use the printer if you were using the computer that was connected to the printer. Modern printers are usually shared by many computers on a network.

Modern Word Processing Applications
Modern word processing applications have a graphical user interface (GUI). The GUI provides menus that list what actions the computer can take. The GUI also provides icons that are small pictures that represent commands. Icons that are grouped together in toolbars are often called buttons. 

You can complete many word processing actions by selecting menu commands or clicking toolbar buttons. The mouse was invented so you could select menus and click icons and buttons in a graphical user interface. Like a keyboard, a mouse is an input device, because you use it to send information into a computer. 

Many other improvements have been made in output technology as well. Modern printers can print both images and text. Modern monitors can display any kind of multimedia in millions of colors. Today’s printers can produce complex graphics and print millions of colors.

How Word Processing Applications Work
· A processor runs the application

· A keyboard and mouse are used for input 
· A monitor and printer are used for output

· A GUI provides menu commands and toolbar icons and buttons
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What to Do
Complete the following task to show what you have learned about using a word processing application. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a menu identification before you begin. 

Task: Describe five actions you can select from the menus of a word processing application’s graphical user interface.

Goal: Explain how you can use these five actions to write your narrative essay.

See the example: Microsoft Word* or PDF

1. Explore the graphical user interface of your word processing application. Identify five menu actions you can use to write your narrative essay.

2. Start a new word processing document. Always remember to type your name and the date at the top of a new document.

3. Describe the five menu actions you identified. Explain how these actions can help you write your narrative essay.

4. Review the checklist and revise your document to make sure it is complete.

5. Remember to save your document often while you work.

6. Share your descriptions. 
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about a word processing application. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. Which is part of a graphical user interface?

· Icon [Correct! You can click an icon with a mouse.]
· Keyboard [Try again. A keyboard works with or without a GUI.]
· Monitor [Try again. A monitor works with or without a GUI.]
2. Which pair includes two output devices?

· Monitor and printer [Correct! Monitors and printers are output devices, and they send information out from the computer.]
· Mouse and printer [Try again. Only the printer is an output device. A mouse is an input device.]
· Keyboard and monitor [Try again. Only the monitor is an output device. A keyboard is an input device.]
3. What is the function of a keyboard and mouse?

· Input [Correct! A keyboard and mouse are input devices, and they send information into the computer.]
· Output [Try again. An output device sends information out from a computer, such as a printer or monitor.]
· GUI [Try again. A GUI is made up of menus, icons, and toolbars.]
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Task: Draft a narrative essay about the character you created to answer your interview questions. 

Goal: Use literary elements to make the story as interesting and meaningful as possible.

You may want to review an example of a narrative essay draft before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Are you ready to write? You learned about narrative writing, researched your topic, and planned the story you want to tell. The time has come for you to use everything you learned to draft your narrative essay.

A draft is a work in progress. It gives you the freedom to try anything you want. Do you have an idea about how to tell your story? Try it! If your first idea does not work, try another one! You do not need to worry about getting all the details exactly right. This is just your first draft. A first draft means that you can try anything once. Are you ready to be creative? 

Who will narrate the story? The main character may tell the story in first person, or you may tell the story for the character in third person. Either way, you must maintain a consistent point of view throughout the essay. Remember to include dialogue and details to bring the story to life. 
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about drafting an essay. You can get a more complete definition of each term from Fact Monster*.

New Words

Draft: An unfinished version of a creative work.

Review Words

Dialogue: A type of writing that tells a story in the words of two or more people who talk to each other.

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrate: Tell a story.

Narrative: A type of writing that tells a story about events that someone experiences.

Narrator: The person who tells a story.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Theme: The main idea or message expressed throughout a story.

Third Person: A type of writing that tells a story by using pronouns that refer to a character in the story, such as he, she, or they.
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Learning from the Web

Explore some Web sites about writing a first draft. You want your readers to remember the story long after they read it. Think about some good stories you have read. What made them interesting to you? Learn how to draft a memorable narrative essay.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about writing a first draft, keep those in mind too.

Guiding Questions

· What information does a good story need to contain?

· Can you think of some good examples of setting, plot, or theme in stories you have read?

· How can you use these literary elements to make your story interesting?

Web Sites

· Write a First Draft* from Fact Monster*

· Writing Workshop: Draft* from Scholastic*

· Write It: Draft Short Fiction* from Scholastic*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about drafting an essay. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

A Draft

A draft allows you to focus on developing the main elements of your narrative with dialogue and details. Remember to be creative when drafting your narrative! Allow your ideas to flow freely and do not be afraid to experiment with your writing. You can think about the mechanics of spelling, grammar, punctuation, or paragraphing after you draft the essay. 

A narrative essay can be organized in many ways. One basic way to organize an essay is with an introduction, body, and conclusion. You want to write an introduction that will grab the reader’s attention. You can develop your characters, plot, and setting more fully in the body of your essay. If story includes a conflict or crisis, you can resolve it in the conclusion.

Point of View

Recall that point of view is the way a person tends to think about people, places, and events. A story is told from the narrator’s point of view. In first person, the story is told from the main character’s point of view. In the third person, the story is told from the author’s point of view. Maintaining a consistent point of view throughout a story is very important. You should not switch back and forth between first and third person. 
Here are some questions that can help you maintain a consistent point of view:

· Who narrates the story?

· How much do the other characters know about what happens in the story?

· What does the narrator think about the other characters?

· What do the characters think about each other?

· How much does the narrator know about what happens in the story?

· How do the narrator and other characters feel about what happens?

Theme

Recall that theme is the underlying meaning of a story. A narrative theme should not be obvious to readers. Instead, it should emerge from the characters, plot, and setting. An effective narrative theme enlightens without teaching or preaching. A theme is often revealed through ideas that are repeated throughout the story. 
Here are some questions that can help you develop a theme for your narrative essay:

· What details about characters or setting have a special meaning?

· What similarities exist among different events in the plot?

· How do the characters, plot, and setting send a common message to readers?

· What important ideas are revealed through dialogue?
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What to Do
Complete the following task to show what you have learned about drafting an essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a narrative essay draft before you begin. 

Task: Draft a narrative essay about the character you created to answer your interview questions. 

Goal: Use literary elements to make the story as interesting and meaningful as possible.

See the example: Microsoft Word* or PDF

1. Review your interview questions and the answers provided by your main character.

2. Start a new document. Always remember to type your name and the date at the top of a new document.

3. Save the document with a filename that indicates the document contains your narrative essay.

4. Write the first draft of your narrative essay.

· Be as creative as you can in developing characters, plot, and setting.

· Include dialogue and details that bring the story to life.

· Try to maintain a consistent point of view throughout the story.

· Provide enough clues for readers to understand your theme.

· Use as much information from the interview questions and answers as you can.

5. Review the checklist and revise your draft to make sure it is complete.

6. Remember to save your document often while you work.

7. Share your first draft.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about drafting an essay. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is the most important part of drafting a narrative?

· Correct spelling, grammar, and punctuation errors [Try again. You can correct spelling, grammar, and punctuation errors later.]
· Maintain a consistent point of view [Try again. This is important, but another answer is better.]
· Be as creative as you can possibly be [Correct! Creativity is most important when you are drafting an essay.]
2. What can help you maintain a consistent point of view while you write your draft?

· Think about how much the narrator knows about what happens in the story [Correct! Readers will become confused if the narrator knows more about what happens in some parts of the story than in other parts.]
· Think about important ideas or concepts that are revealed through the dialogue. [Try again. This can help you develop a theme, but it does not necessarily help maintain a consistent point of view.]
· Both of the above [Try again. Only one of the answers is correct.]
3. What can help you develop a theme for a narrative essay?

· Thinking about details of characters or setting that have special meaning [Try again. Details about characters and the setting can help develop a theme, but another answer is better.]
· Thinking about similarities among different events in the plot [Try again. Events in a plot help to develop a theme, but another answer is better.]
· Both of the above [Correct! Details with special meaning and similarities among different events can help readers understand the theme.]
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Task: Revise your narrative essay. 

Goal: Give your readers the best story you can tell.

You may want to review an example of a revised narrative essay before you begin. 
See the example:
Microsoft Word* | PDF 
Key Concept

Congratulations! You have completed a first draft of your narrative essay. Is your essay as good as it can possibly be? How can you make it better? The best writers are able to put themselves in the minds of their readers. 

You have researched your topic, but your readers have not. Will they be able to follow your story? Will they be interested in the plot and care about the characters? Will they understand the theme?

Revising is about taking a critical look at your first draft. The purpose of a revision is to make your essay as good as it can be. Learn how to look at your writing from different points of view. Learn what to look for when you revise your essay. 

When you draft an essay, you want to be as creative as possible. You want to be inside the minds of your characters. When you revise your essay, you want to be as objective as possible. You want to be inside the minds of your readers.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about revising an essay. You can get a more complete definition of each term from Fact Monster*.

New Words

Antonym: A word that means the opposite of a particular word.

Objective: Able to put aside personal feelings and opinions.

Revise: Carefully review and improve the content of a creative work.

Synonym: A word that has the same meaning as another word.

Thesaurus: A reference that contains lists of synonyms and antonyms.

Review Words

Character: A person in a story who can be identified by particular looks or behavior.

Dialogue: A type of writing that tells a story in the words of two or more people who talk to each other.

Draft: An unfinished version of a creative work. 

First Person: A type of writing that tells a story by using pronouns that refer to the author of the story, such as I and we.
Narrative: A type of writing that tells a story about events that someone experiences.

Plot: The important events that an author describes in a story.

Point of View: The way a person tends to think about people, places, and events based on individual experiences.

Setting: The time and place in which a story happens.

Theme: The main idea or message expressed throughout a story.

Third Person: A type of writing that tells a story by using pronouns that refer to a character in the story, such as he, she, or they.
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Learning from the Web

Explore some Web sites that can help you revise your narrative essay. Learn how to make your essay as good as it can be. You want your readers to be able to follow the story. You want them to care about your characters. You want them to learn about your topic through your characters. 

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about revising your writing, keep those in mind too.

Guiding Questions

· How can you put yourself in the minds of your readers?

· How can you identify the strengths and weaknesses of your writing?

· What can you do to improve your writing?

Web Sites

· Revise the First Draft* from Fact Monster*

· Writing Workshop: Revise* from Scholastic*

· Write It: Revise Short Fiction* from Scholastic*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about revising an essay. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

A Revision

The purpose of revision is to make your essay as good as it can be. When you revise an essay, you need to be as objective as possible. If you can set the essay aside for a couple of days, you can reread it with fresh eyes to get a clearer look at your writing. 

When you revise your essay, try to get inside the minds of your readers. Remember, they have not researched the topic. Make sure you include enough information so they can follow the story. 

Ask someone else to read your draft and listen to their feedback. Read your draft out loud, either to yourself or to another person so you can hear your story.

When you are revising, you want to focus on content. Do not worry about grammar, spelling, or punctuation yet. That comes later. 
Complete the following tasks when you revise your essay:

· Remove paragraphs that do not relate to the story
· Put sentences in a logical order
· Rewrite long or confusing sentences or paragraphs
· Make sure the story flows so that readers can follow the plot

· Remove extra details that do not help develop the characters or the setting

· Add details to improve the development of the characters and the setting

· Make sure each character’s point of view is consistent throughout the story
· Provide enough information for readers to understand your theme

· Replace general words with descriptive words
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What to Do
Complete the following task to show what you have learned about revising an essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a revised narrative essay before you begin. 

Task: Revise your narrative essay. 

Goal: Give your readers the best story you can tell.

See the example: Microsoft Word* or PDF

1. Open the document containing your narrative essay.

2. Save the document with a new filename. The new filename should indicate that the document contains your revised narrative essay.

3. Revise your essay. Try to put yourself in the minds of your readers. See the story from their point of view. Make sure that readers who have not researched your topic can follow your story. Try to make your story as interesting and informative as possible.

4. Use the thesaurus feature in your word processor to help select descriptive words. Choose words that describe details about the characters, setting, and other narrative elements.

5. Remember to save your document often while you work.

6. Review the checklist and revise your second draft to make sure it is complete.

7. Share your revised essay.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about revising an essay. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is most important during a revision?

· Get inside the minds of your readers [Correct! You must set aside your personal feelings and see the story through the eyes of your readers.]
· Correct spelling, grammar, and punctuation errors [Try again. You do not need to worry about writing mechanics during a revision.]
· Be as creative as you can possibly be [Try again. Creativity is most important when you are drafting an essay.]
2. How can you make sure readers care about your characters?

· Make sure that your narrative has no spelling errors [Try again. Checking spelling is not part of the revision process.]
· Rewrite sentences or paragraphs that are difficult to read [Try again. Rewriting difficult sentences is important but does not necessarily make readers care about your characters.]
· Make sure each character has a consistent point of view [Correct! Readers should be able to understand each character’s point of view. Readers will become confused if a character changes during the story for no reason.]
3. How can you improve the plot of a narrative essay?

· Remove paragraphs that do not relate to the story [Try again. Removing unessential paragraphs will improve your plot, but a better answer is available.]
· Put sentences in a logical order [Try again. Putting sentences in a logical order will improve your plot, but a better answer is available.]
· Both of the above [Correct! Readers must be able to follow the plot without being distracted by the order of events or unnecessary sentences.]
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Task: Edit your narrative essay.

Goal: Find and correct any mechanical problems in the essay.

You may want to review an example of an edited narrative essay before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Have you told the best story you can tell? If so, you are ready to edit your essay. Editing is finding and correcting problems with writing mechanics, such as:

· Spelling
· Punctuation
· Paragraphing
· Capitalization 
· Sentence structure
· Grammar

When editing, you can ask yourself questions such as:

· Are all sentences complete and correct? 
· Do you see any sentence fragments or run-on sentences? 
· Do all subjects and verbs agree? 
· Do you have paragraph breaks that help move the story along? 
· Does your story include any spelling or typographical errors?

You may have memorable characters and an exciting plot. Your setting may create a mood that draws readers into the story. But poor writing mechanics can still make your narrative hard to read. Good writing mechanics help your readers stay interested in your story. 

Word processing can help you edit your document. Use spelling and grammar tools to check your work. While these tools can help you edit your essay, they are not substitutes for your good judgment.

Next to Vocabulary >

[PRORAMMING INSTRUCTIONS]
The content below is available for translation and located on the Technology Literacy File Sharing site under the Content and Files Tab > Describe > Research, Write, Publish Examples

	Microsoft* Word


	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Describe/ResearchWritePublish/WP_EssayEditing_Example.doc

	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Describe/ResearchWritePublish/WP_EssayEditing_Example.pdf


	Type of Page 
	Level 4 Content Page

	Supertitle
	Writing Process | Essay Editing

	Headline Title
	Vocabulary


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

Words to Remember
This page gives basic definitions for some important terms that can help you learn about editing an essay. You can get a more complete definition of each term from Fact Monster*.

New Words

Edit: Prepare the final version of a creative work by fixing problems with writing mechanics.

Mechanics: The technical part of writing that includes spelling, punctuation, capitalization, sentence structure, and grammar. 

Proofread: Read to find problems with writing mechanics before a document is shared with an audience.

Typographical Error: A problem with writing mechanics that results from a typing or word processing mistake.

Review Words

Draft: An unfinished version of a creative work.

Narrative: A type of writing that tells a story about events that someone experiences.

Plot: The important events that an author describes in a story.

Prewrite: Plan the major elements of an essay before you begin to write the essay.
Revise: Carefully review and improve the content of a creative work.
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Learning from the Web

Explore some Web sites that can help you edit your narrative essay. Learn how to fix all problems with writing mechanics. You want your story to be easy to read. You do not want readers to be distracted by spelling and grammar errors.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about editing your writing, keep those in mind too.

Guiding Questions

· Why is editing important?

· What should you concentrate on when you edit?

· What are the strengths and weakness of your writing?

Web Sites

· Proofread the Final Draft* from Fact Monster*

· Writing Workshop: Edit* from Scholastic*

· Writing Workshop: Review* from Scholastic*

· Write It: Polish Short Fiction* from Scholastic*
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What to Know
This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about editing an essay. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Editing an Essay

Editing is finding and correcting problems with writing mechanics. Good writing mechanics keep readers interested in your story.

Word processing can help you edit your document. You can use tools to help you check both spelling and grammar. These tools can help you edit your essay. They are not substitutes for your good judgment. 
Check the following details while you edit:

· Spelling

· Punctuation

· Capitalization

· Sentences (no fragments or run-ons)
· Paragraphing

· Subject–verb agreement

· Verb tense 

· Point of view (consistent use of first person or third person)
· Vocabulary (no unnecessary words)
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What to Do
Complete the following task to show what you have learned about editing an essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an edited narrative essay before you begin. 

Task: Edit your narrative essay.

Goal: Find and correct any mechanical problems in the essay.

See the example: Microsoft Word* or PDF

1. Open the document containing your revised narrative essay.

2. Save the document with a new filename. The new filename should indicate that the document contains your edited narrative essay.

3. Edit your essay. Remember to use the spelling and grammar check tools in your word processing application.

4. Remember to save your document often while you work.

5. Review the checklist and revise your edited essay to make sure it is complete.

6. Share your edited essay.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about editing an essay. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is the most important part of editing?

· Get inside the minds of your readers [Try again. You try to get inside the minds of your readers when you revise an essay.] 
· Correct spelling, grammar, and punctuation errors [Correct! You must edit your essay to make sure readers are not distracted by poor writing mechanics.]
· Be as creative as you can possibly be [Try again. Creativity is most important when you are drafting an essay.]
2. What is the best way to edit an essay?

· Read the essay to find mechanical problems and then fix them [Correct! Ultimately, you are always responsible for the mechanics of your writing.]
· Let the word processing application correct all spelling and grammar errors [Try again. Word processing applications can make editing easier but they make mistakes too. You should never rely on them to catch all mechanical problems.]
· Rearrange sentences or paragraphs in a more logical order [Try again. You should reorder paragraphs when you revise an essay.]
3. What should you focus on when you read an essay during editing?

· Make sure all subjects and verbs agree [Try again. Subject–verb agreement is important, but another answer is better.]
· Make sure all sentences are complete [Try again. Using complete sentences is important, but another answer is better.]
· Both of the above [Correct! Editing means that you ensure that your essay contains no mechanical problems.]
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Thinking about Learning

What have you learned in this module? You explored narrative elements. You explored how word processing applications work. You drafted, revised, and edited your narrative essay. 
You have learned:

· How to use character and point of view to bring a story to life for your readers

· How word processing makes creating complex documents quick and easy

· How to use plot, setting, and theme to engage your readers in a story

· How to give your readers the best story you can by revising a narrative essay

· How to make sure that mechanical errors do not distract your readers from the important parts of a narrative essay
  Next to Checklist >
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Checklist for Writing Process

Checklists can help you keep track of your work. Have you completed all the tasks in this activity? Use the following checklist to make sure you are ready to create a publication for your narrative essay. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Essay Planning

Task: Interview Questions Responses

· Plan the characters, plot, and setting for your narrative essay

· Open your interview questions document and save it with a new filename

· Answer your interview questions from the point of view of the main character in your essay. Use your prewriting work to help you with this.
· Write answers in first person

· Use words the character would use

· Describe details about the character’s life

· Explain how the character feels about the events that happen in the story

· Include distinctive details about the location where the story takes place

· Save your document

Activity 2: Word Processing 

Task: Menu Identification

· Type your name, date, and title in a new document

· Identify five menu actions you can use to write a narrative essay

· Describe each of the actions

· Explain how the actions can help you write an essay

· Save your document

Activity 3: Essay Drafting 

Task: Narrative Essay Draft

· Open a new word processing document and type your name, date, and a title
· Write the first draft of your narrative essay, using the answers to your interview questions 

· Develop your:

· Characters

· Plot

· Setting

· Include:

· Dialogue

· Consistent point of view

· Underlying theme

· Save your document

Activity 4: Essay Revision 

Task: Narrative Essay Revision 

· Open your narrative essay draft and save it with a new filename

· Revise your essay

· Be sure to:

· Put yourself in the minds of your readers—make sure you have enough information for readers who have not researched your topic so that they can understand your story and your theme

· Make the story interesting and informative

· Remove paragraphs that do not relate to the story

· Put sentences in a logical order

· Rewrite long or confusing sentences or paragraphs

· Make sure the story flows so that readers can follow the plot

· Remove extra details that do not help develop the characters or the setting

· Add details to improve the development of the characters and the setting

· Make sure each character’s point of view is consistent throughout the story

· Provide enough information for readers to understand your theme

· Replace general words with descriptive words
· Save your document

Activity 5: Essay Editing 

Task: Narrative Essay Edit

· Open your narrative essay revision and save it with a new filename

· Edit your essay, and check the following:

· Spelling

· Punctuation

· Capitalization

· Sentences (no fragments or run-ons)

· Paragraphing

· Subject–verb agreement

· Verb tense 

· Point of view (consistent use of first person or third person)

· Vocabulary (no unnecessary words)

· Save your document
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Rubric for Writing Process

The main purpose of a rubric is to help you do your best work. What column best describes your essay and writing mechanics? Is all of your work best described by column 4? If not, what could you improve? 

.

	
	4
	3
	2
	1

	The Story
	The story is easy to follow and interesting.

Characters are distinct and memorable.

The theme is directly related to the topic and helps readers find meaning in the story.
	The story is easy to follow and somewhat interesting.

Characters are consistent and distinct.

The theme is directly related to the topic.
	The story is somewhat difficult to follow, or is not interesting. 

Characters are not distinct.

The theme is indirectly related to the topic.
	The story is difficult to follow and not interesting.

Characters are inconsistent throughout the story.

The theme is not related to the topic.

	Literary Elements
	Point of view is consistent throughout the entire story.

Characters, plot, setting, and theme are fully developed with descriptive details.
	Point of view is consistent throughout most of the story.

Characters, plot, setting, and theme are fully developed but lack some descriptive details.
	Point of view varies throughout most of the story.

Some literary elements are fully developed and include some descriptive details.
	Point of view varies throughout the entire story.

Literary elements are not developed or are missing and include very few descriptive details.

	Writing Process
	Planning is organized and focused on developing many descriptive details about character, plot, and setting.

Drafting is creative, and different approaches are used.

Revision is thorough and objective.

Editing is thorough and systematic.
	Planning is organized and focused on describing character, plot, and setting.

Drafting is creative, but different approaches are not used.

Revision is objective but not thorough.

Editing is systematic but not thorough.
	Planning is organized but not well focused on describing character, plot, and setting.

Drafting is somewhat creative.

Revision is substantial but not objective.

Editing is not systematic.
	Planning is hurried and incomplete.

Drafting is hurried and incomplete.

Revision is hurried and incomplete.

Editing is hurried and incomplete.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.

Paragraphing is appropriate and helps move the story along.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
Paragraphing is appropriate throughout most of the story.
	Several words are misspelled or capitalized incorrectly..

Several sentences are punctuated incorrectly.
Paragraphing is awkward throughout most of the story.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

Paragraphing is awkward throughout the entire story.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Reflection on Writing Process

How can you make sure you really understand something? One of the best ways is to explain it to someone else. You might talk to another student, a teacher, or someone in your family.

Be prepared to discuss:

· What you learned about narrative elements

· How you created the characters in your story

· What you learned about the process of writing a good story

· How you used your narrative essay to help readers understand your topic
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Checklist: Before you begin, review the checklist for this module. Use the checklist to make sure that you complete all the tasks for each activity. 

See the checklist >
Rubric: Before you begin, review the rubric for this module. Use the rubric to help you understand what is important to know and do. 

See the rubric >
Big Idea

How can you share what you learn with an audience? You worked hard to research your topic and tell an interesting and meaningful story. Desktop publishing provides technology tools that make sharing knowledge with an audience possible for everyone. Many successful writers know how to use technology tools to publish their work. Who might be interested in reading your narrative essay? Learn how to find your audience and publish your writing for them.

In this module:

· Use technology tools to prepare your narrative essay for publication

· Create a brochure to share your narrative essay with an audience

· Find images to enhance your brochure with visual information

· Be a responsible publisher and observe copyright laws

· Use graphic design principles to create an eye-catching brochure

Activity 1: Publishing Tools >

Are you ready to become a published author? Desktop publishing allows everyone who can use a few simple technology tools to share knowledge with an audience. Learn to use technology tools to prepare your narrative essay for publication.

Activity 2: Brochure Template >

Who would be interested in reading your narrative essay? A brochure is a great way to publish a short written work for a specific audience. A template can help you produce a quality brochure quickly and easily. Use a template to publish your narrative essay in a brochure.

Activity 3: Image Search >

Have you heard the saying a picture is worth a thousand words? Images can communicate a lot of information very quickly. They also add color and visual appeal to a publication. Find images that enhance the publication of your narrative essay. 

Activity 4: Copyright and Fair Use >

Can you use any image you find on the Internet in your publication? Copyright laws protect the rights of people who create original work. The laws also give you some rights to limited use of copyrighted images. Observe copyright laws when you use images in your publication.

Activity 5: Graphic Design >

When you go to the library, how do you choose what to read? Your first impression of any publication is based on how it looks. Graphic design provides the knowledge and skills to produce a publication that looks good and is easy to read.

Look Back >

Reflect on what you learned in this module. Use the checklist to make sure your tasks are complete. Use the rubric to assess your brochure. Talk about what you learned and how you did your work.
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Checklist for Desktop Publishing

Checklists can help you keep track of your work. Use the following checklist to make sure you complete the task for each activity. If you have access to a printer, you may want to print the checklist for reference as your work through the activities. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Publishing Tools 
Task: Formatted Narrative Essay 

· Open your edited narrative essay and rename it

· Use technology tools to format your essay

· Use your tools:

· Put one space after punctuation

· Use one return after a paragraph

· Use margins, tabs, and alignment instead of spaces

· Mix it up:

· Use bold for contrast or emphasis

· Use italics for titles and minor emphasis

· Use different fonts, sizes, and colors

· Keep it simple:

· Use a limited number of fonts in your publication.

· Use formatting features sparingly.

· Use a variety of formatting features.

· Save your document

Activity 2: Brochure Template 
Task: Desktop Publishing

· Find a template for your brochure

· Make sure the template is appropriate for your topic

· Make changes to the template so that it enhances your message

· Add your narrative essay to the template

· Include information about the product, opinion, organization, or event

· Format the text, and make sure your text is:

· Attractive

· Easy to read

· Save your brochure

Activity 3: Image Search 
Task: Brochure Images 

· Open a new word processing document and type your name, date, and a title
· Find at least four images that relate to your topic

· Download images to your computer

· Insert images into your document

· Cite the sources for images

· Save your document

Activity 4: Copyright and Fair Use 
Task: Image Copyright

· Open your document with your images and citations

· Find and record the copyright status for each of your images

· Get permission for any images if necessary

· Save your document

Activity 5: Graphic Design 
Task: Graphic Design

· Open your brochure

· Add your images to make your brochure more visually appealing and enhance the message

· Add clip art to make your brochure more visually appealing and enhance the message

· Use principles of design to improve your brochure, including;
· Alignment

· Balance

· Contrast

· Proximity

· Repetition

· White Space

· Apply the rule of thirds to arrange the type and graphics

· Save your brochure

· Print your brochure

· Share your brochure and get feedback from the reader
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Rubric for Desktop Publishing

The main purpose of a rubric is to help you do your best work. Use the rubric to make sure you understand what you are expected to learn. Is all of your work best described by column 4? If not, what can you improve? If you have access to a printer, you may want to print the rubric for reference as your work through the activities. Ask your teacher for help if you have any questions about the rubric.
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	1

	Brochure
	The overall look is appropriate for the topic and enhances the message of the essay.
	The overall look is appropriate for the topic and conveys the message of the essay.
	The overall look is appropriate for the topic.
	The overall look is not appropriate for the topic.

	Desktop Publishing
	Technology tools are used to create an attractive look that enhances the message of the essay, and an appropriate template is used and effectively modified to enhance the message of the essay.
	Technology tools are used to create an attractive publication, and an appropriate template is used and modified.
	Technology tools are used effectively to format the publication, and an appropriate template is used but not modified.
	Technology tools are not used effectively, or an inappropriate template is used.

	Graphic Design
	The essay is easy to read, and the type and graphics contribute to readability.
	The essay is easy to read, and the type and graphics are appropriate.
	The essay is easy to read, but the type or graphics may not be appropriate.
	The essay is difficult to read because the type and graphics detract from the presentation.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly.
Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Task: Prepare your narrative essay for publication by formatting the text.

Goal: Make the essay as attractive and easy to read as possible, emphasizing the most important parts.

You may want to review an example of a formatted narrative essay before you begin. 

See the example:
Microsoft Word* | PDF 
Key Concept

What do you like to read? Written works can be published in many ways. Books, magazines, newspapers, comics, and Web sites are all publications. What are some other kinds of publications?

Desktop publishing allows individuals to share their knowledge with an audience. It is a great way to publish your own writing for a low cost. Before desktop publishing, creating an attractive publication required a team of experts and special equipment. Most people could not afford to publish their writing. 

Specialized desktop publishing applications help you format your writing for publication. These applications allow precise control over the appearance of a document. You can also use word processing applications for basic desktop publishing. Use technology tools to prepare your narrative essay for publication.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about desktop publishing. You can get a more complete definition of each term from Fact Monster*.

New Words

Audience: The people who read a publication or view a work of art, performance, or presentation.

Desktop Publishing: Using a computer to design and print a publication that includes text and graphics.

Graphics: Using pictures and other visual elements to communicate information.

Publication: A printed work distributed to an audience.

Type: A style of letters and numbers used in a publication or presentation.

Review Words

Application: A computer program designed for a specific purpose.

Program: A set of instructions for a computer to perform.

Word Processing Application: A software application designed to create documents.
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Learning from the Web

How can you make readers interested in your narrative essay? You can use an attractive publication to catch your audience’s attention. Explore some Web sites about desktop publishing. Learn how to prepare your narrative essay for publication.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about desktop publishing, keep those in mind too.

Guiding Questions

· What makes a publication attractive and easy to read?

· How can you use technology tools to make your narrative essay attractive and easy to read?

Web Sites

· Desktop Publishing* from Fact Monster*

· Desktop Publishing* from Writing@CSU*

· What Is Desktop Publishing?* from About*

· What Are the Rules of Desktop Publishing?* from About*

· Text Composition in Desktop Publishing* from About*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about desktop publishing. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Creating Quality Publications

Anyone with a few simple technology tools can produce quality publications. You need three major technology tools for desktop publishing:

· An application to format a publication

· A computer to run the application

· A printer to print the publication

Desktop publishing makes producing attractive publications easy. Unfortunately, it also makes producing unattractive publications easy. Like any technology tool, the results you get depend on your knowledge, efforts, and skills. To help make your publication attractive, you should use your tools, mix it up, and keep it simple!

Use Your Tools

Your word processing or desktop publishing application has many tools that can help you format text. Avoid lazy formatting practices! Instead of pressing a bunch of spaces and returns to format your text, use your application to format your document.
Use tools to:

· Insert one space after punctuation

· Add one return after a paragraph

· Set margins, tabs, and alignment

Mix It Up

Use a variety of formatting tools. Often, people learn a couple formatting tools and then stick to them. Try new tools! You want your publication to appear attractive and engaging. 

You might want to use some of the following formatting ideas in your publication: 

· Use bold to add contrast and to strongly emphasize certain words or ideas

· Use italics for titles or works and to mildly emphasize words or ideas

· Try different font styles, sizes, and colors

Keep It Simple

Desktop publishing provides so many tools that you can easy overdo it. You do not want your publication to be cluttered or difficult to read. 

Keep the following tips in mind:

· Use a limited number of fonts in your publication.
· Use formatting features sparingly.

· Use a variety of formatting features.
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What to Do

Complete the following task to show what you have learned about desktop publishing. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a formatted narrative essay before you begin. 

Task: Prepare your narrative essay for publication by formatting the text.

Goal: Make the essay as attractive and easy to read as possible, emphasizing the most important parts.

See the example: Microsoft Word* or PDF

1. Open the document containing your edited narrative essay.

2. Save the document with a new filename. The new filename should indicate that the document contains the formatted version of your essay.

3. Use the formatting features of your word processing application to prepare the document for publication. Remember to use your tools, mix it up, and keep it simple!

4. Remember to save your document often while you work.

5. Review the checklist and revise your essay to make sure it is complete.

6. Share your formatted essay.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about desktop publishing. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is desktop publishing?

· Using technology to create attractive graphics [Try again. Graphics are important, but they are just one part of desktop publishing.]
· Using technology to print a document [Try again. Printing is just one part of desktop publishing.]
· Using technology to design and print a document [Correct! Desktop publishing provides technology tools to design and print a document with text and graphics.]
2. How can you make a publication easier to read?

· Do not use too many fonts [Correct! Too many fonts can make a publication difficult to read.]
· Use different font styles and sizes [Try again. Using different font styles and sizes can attract a reader’s attention, but another answer is better.]
· Use one return after a paragraph [Try again. Using one return after a paragraph is a good idea, but another answer is better.]
3. How can you make a publication more visually attractive?

· Do not use too many formatting features [Try again. Limited use of formatting features can make a publication easier to read, but another answer is better.]
· Use different font styles and sizes [Correct! Different font styles and sizes attract a reader’s attention.]
· Use one return after a paragraph [Try again. Using one return after a paragraph is a good idea, but another answer is better.]
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Task: Use a template to create a brochure based on your narrative essay.

Goal: Use your narrative essay to describe or promote a product, idea, opinion, organization, or event.

You may want to review an example of a brochure template before you begin. 

See the example:
Microsoft Word* | PDF 
Key Concept

Who would be interested in reading your narrative essay? A brochure is a great way to publish a short written work for a specific audience. Brochures usually describe or promote a product, idea, opinion, organization, or event.

Think about the topic of your narrative essay. What product, idea, opinion, organization, or event could your narrative essay describe or promote? The product, idea, opinion, organization, or event can be real or imaginary. You can publish a brochure to share your narrative essay with people who would be interested in the product, idea, opinion, organization, or event.

How can you publish a brochure? Using a template is often a good idea. Templates can help you produce a quality publication. Using a template is faster and easier than creating a publication from a blank page. You can use a template to publish your narrative essay in a brochure.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about using templates. You can get a more complete definition of each term from Fact Monster*.

New Words

Brochure: A short publication that describes or promotes a product, idea, opinion, organization, or event.

Template: A computer file designed to open a copy of itself by default so its formatted content can be used and modified to create similar documents.
Review Words

Application: A computer program designed for a specific purpose.

Audience: The people who read a publication or view a work of art, performance, or presentation.

Desktop Publishing: Using a computer to design and print a publication that includes text and graphics.

Graphics: Using pictures and other visual elements to communicate information.

Publication: A printed work distributed to an audience.

Program: A set of instructions for a computer to perform. 

Type: A style of letters and numbers used in a publication or presentation.

Word Processing Application: A software application designed to create documents.
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Learning from the Web

Explore some Web sites about desktop publishing templates. Learn how to use a template to lay out your brochure.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about templates, keep those in mind too.

Guiding Questions

· What are the advantages of using a template?

· How can you use a template to publish your narrative essay in a brochure?

Web Sites

Brochure Planning

· Creating a Powerful Brochure* from About*

· Brochure Resources and Checklist* from About*

Using Templates

· Why and How To Use Templates Effectively* from About*

· Brochure Templates* from Microsoft*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about using templates. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

A Brochure

The people who read your work are your audience. When you publish your writing, you must know your audience. You have to decide what kind of publication will attract your readers. A brochure can be an effective way to publish a short written work. A brochure usually describes or promotes a product, idea, opinion, organization, or event. 

One reason brochures are useful is because they are very adaptable. Brochures come in many formats and styles. You can publish a brochure that is appropriate for almost any audience. You can publish a brochure to share your narrative essay with an audience. 
Here are some examples of how narratives about different people could be published in a brochure:

· Harriet Tubman. Your brochure could encourage people to participate in the Underground Railroad. An inspirational story about how one person escaped from slavery could motive people to help others escape.

· Tsunami Survivor. Your brochure could help raise money for an organization that provides food and medical care for tsunami survivors. A moving story about how someone survived a tsunami would motivate people to donate more money.

· Harry Potter. Your brochure could advertise a new book or movie. An exciting story about a fictional character could motivate people to buy a new book or go see a new movie about the character.

· Vincent van Gogh. Your brochure could promote a museum exhibit. A heartbreaking story about how an artist suffered greatly in life but created beautiful paintings could motivate people to attend an exhibit of the artist’s work.

Publishing with Templates

Templates are computer files that have already been created in a specific application. A template provides the format for a publication. You can create a quality publication by adding your content to a file created from an existing template. You can modify the content of a document based on a template for a particular purpose or even create your own template.

Using a template to create a publication has several benefits. Sometimes, using a template makes the most sense. Sometimes, a template does not meet your needs. You have to decide when a template is the best choice. 
Here are some reasons you might decide to use a template:

· Saves time. Templates do some of your work for you. Some publications do not need to have a unique look, in which case designing a custom publication would not make sense. Consider finding a template when time is limited. 

· Helps consistency. Templates help you keep a consistent look for your publications. A template helps readers recognize your publications instantly. When you want to have a consistent look, consider finding, modifying, or creating a template.

· Provides expert help. Templates are usually created by people with special knowledge and skills. You may want to produce an especially attractive and creative publication. You can use a template created by a desktop publishing expert.

· Teaches desktop publishing principles. You can use templates to learn about desktop publishing. Find a template with a feature that you like. Then, look at the template to see how the expert created the feature and change it to fit your own publication or template.
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What to Do

Complete the following task to show what you have learned about using templates. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a brochure template before you begin. 

Task: Use a template to create a brochure based on your narrative essay.

Goal: Use your narrative essay to describe or promote a product, idea, opinion, organization or event.

See the example: Microsoft Word* or PDF

1. Start a new word processing document for your brochure. You may also use a desktop publishing application if you have access to one.

2. Choose a template for your brochure. You may want to check with your teacher to make sure the template is appropriate for your audience.

3. Add the prepared text of your narrative essay to your brochure.

4. Think of a product, idea, opinion, organization, or event that your narrative essay could help describe or promote. Use your imagination and be creative!

5. Add some information about the product, idea, opinion, organization, or event to your brochure.

6. Make sure that all text is formatted so that it is attractive and easy to read.

7. Remember to save your brochure often while you work.

8. Review the checklist and revise your brochure to make sure it is complete.

9. Share your brochure.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about using templates. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What is the most important element to consider when choosing a brochure template?

· Format and audience [Try again. The format of a brochure should be appropriate for the audience, but another answer is better.]
· Message and audience [Correct! The brochure should enhance your message and attract your audience.]
· Message and topic [Try again. You should always think about the people who will read your brochure when you are choosing a template.]
2. What do desktop publishing templates usually provide that is most useful?

· Format [Correct! Templates provide formatting, and you add the content.]
· Content [Try again. Templates may provide content, but you will need to replace it with your own content.]
· Images [Try again. Templates may include images but you will probably want to replace the images with your own.]
3. Why would you make a lot of changes to a template?

· You want to save time [Try again. Changing a template can take a lot of time.]
· You want to learn from experts [Correct! Changing a template is a great way to learn how to use desktop publishing principles.]
· You want to use a professional design [Try again. You may make the design less effective unless your goal is to learn from desktop publishing experts.]
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Task: Find some images on the Internet. 

Goal: Enhance the message and visual appeal of your brochure.

You may want to review an example of an image list with sources before you begin. 

See the example:
Microsoft Word* | PDF 
Key Concept

Have you heard the saying a picture is worth a thousand words? Images can communicate a lot of information very quickly. Pictures can also add color and visual appeal to a publication. A few well-chosen images can greatly enhance almost any publication. 

The key to using images effectively is to select the images you use very carefully. Too many images can make a publication messy and hard to read. Images that are not directly related to the topic can confuse readers. Learn how to find images that enhance your narrative essay publication.

Many Web sites contain images. Some sites are great sources of clip art and images. Most search engines allow you to look for images specifically. To search for images, you use keywords just like any other search, but you instruct the search engine to find images only. Your hits are images instead of Web pages.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about using images from the Web. You can get a more complete definition of each term from Fact Monster*.

New Words

Compress: Change how data is stored so it takes up less space on a computer.

Download: Transfer a file from another computer to your computer.

Extension: A period and letters attached to the end of a filename indicating the file’s format.

Format: A specific way to store a particular kind of data in a computer.

Review Words

Application: A computer program designed for a specific purpose.

Brochure: A short publication that describes or promotes a product, idea, opinion, organization, or event.

Desktop Publishing: Using a computer to design and print a publication that includes text and graphics.

Graphics: Using pictures and other visual elements to communicate information.

Program: A set of instructions for a computer to perform.
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Learning from the Web

Explore some Web sites about finding and downloading images. Learn how different image formats are appropriate for different purposes.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about images on the Web, keep those in mind too.

Guiding Questions

· What are the strengths and weakness of different image formats?

· How can you find images to enhance your narrative essay publication?

Web Sites

Image Files

· File Formats and Extensions* from Learn the Net*

· Image File Formats* from A Few Scanning Tips*

· How to Download Files* from Learn the Net*

Image Search for Kids

· KidsClick! Picture Search Tools*

· Pics4Learning*

Image Search for Everyone

· Yahoo Image Search*

· Google Image Search*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about using images from the Web. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Image Formats

Not all computer files are the same. Every file is stored in a particular format. Different kinds of data usually use different formats. File extensions tell you what kind of format a file uses. When you download a file from the Web, you should pay attention to the format. All formats are good for some purposes but not for others.

Images can be saved in many different formats Most of the images you find on the Web are GIF or JPG (or JPEG) files. PNG is another format that is becoming more popular. TIF (or TIFF) is the most common format for print publications.

· GIF (Graphics Interchange Format) is a good format for very simple graphics and graphics with transparent, or cut out, areas. GIF images are used for graphics that do not have many colors or much detail, such as logos and page banners. All modern web browsers display GIF files.

· JPG or JPEG (Joint Photographic Experts Group) provides adjustable quality images. JPG images can support many colors and are often used to show pictures in Web pages. This format enables you to compress images by removing data. All modern web browsers display JPG files. JPG is a good image format to use when both image quality and small file size are important.

· PNG (Portable Network Graphics) provides high quality images and supports transparent, or cut out, areas. It does not remove data during compression. Most web browsers can display PNG images. PNG is a good choice when image quality is important.

· TIF or TIFF (Tagged Image File Format) provides very high quality images. This format is a good choice for storing images and for print publications. Web browsers do not usually display TIF files.
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What to Do

Complete the following task to show what you have learned about using images from the Web. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an image list with sources before you begin. 

Task: Find some images on the Internet. 

Goal: Enhance the message and visual appeal of your brochure.

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name and the date at the top of a new document.

2. Use one of the Web sites or search engines you explored to find an image. The image should directly relate to your narrative essay’s topic. 

3. Download the image to your computer. Ask your teacher for help if you are not sure where to save the image.

4. Insert the image into your word processing document.

5. Cite the source of the image in your document.

6. Find at least three more images to add to your document.

7. Review the checklist and revise your document to make sure it is complete.

8. Share the images with your teacher. Explain how the images relate to your topic. How will you use the images to enhance your narrative publication?

9. Remember to save your document often while you work.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about using images. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What image format is very popular on the Web because it can reduce file size?

· GIF [Try again. GIF is popular on the Web, but not because it can reduce file size by removing data.]
· JPG [Correct! The JPG format adjusts file size by removing data from an image.]
· TIF [Try again. TIF is not a common image format on the Web.]
2. What very high quality image format is very popular in print publications?

· GIF [Try again. GIF does not usually provide very high quality images.]
· JPG [Try again. JPG is not common in print publications because file size is usually not a main concern in print.]
· TIF [Correct! TIF is very popular in print publications because it provides very high quality images.]
3. How can you tell what format a computer file is stored in?

· File extension [Correct! The letters after the period in a filename designate the format of the file.]
· Filename [Try again. The filename should describe the content of a file, but it does not tell you the format of the file.]
· File compression [Try again. The format may tell you how a file is compressed, but you cannot observe file compression directly.]
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Task: Your task is to determine the copyright status of the images you found.

Goal: For each image found, determine if you can use the image without permission or if you need to obtain permission from the copyright holder.

You may want to review an example of image copyright information before you begin. 

See the example:
Microsoft Word* | PDF 
Key Concept

Imagine you are a professional writer. You just completed a great book that took you several years to write. On the day your book goes on sale, someone posts the whole book on the Internet. How would you feel? What would you do?

Copyright laws protect the rights of people who create original works. Learn what rights creators of original works have and what rights you have. You can make limited use of copyrighted work. You usually do not need permission for limited use in school projects. For all other uses, you must get permission.

Most images on the Web are copyrighted. Do you know how you can and cannot use copyrighted images? Learn when you can use an image without permission. Find out how to get permission to use an image.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about using images legally. You can get a more complete definition of each term from Fact Monster*.

New Word

Copyright: Law that prohibits any creative work from being used without permission.

Fair Use: Limited use of a copyrighted work for certain purposes, such as education.

Literate: Able to gather information and communicate knowledge, such as by reading and writing.

Public Domain: Creative works that may be used without permission because the copyright has expired.

Review Words

Plagiarism: Copying or making slight changes in a written or created work and presenting it as a new or original work.
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Learning from the Web

Explore some Web sites about copyright laws and fair use. Learn when you can use a copyrighted image without permission.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about copyright and fair use, keep those in mind too.

Guiding Questions

· When does fair use allow you to use a copyrighted image?

· What are the limits on fair use?

· When should you get permission to use a copyrighted image?

Web Sites

· Copyright Questions and Answers* from CyberBee*

· Copyright Kids* from The Copyright Society of the U.S.A*
· Fair Use in the K–12 Digital Classroom* from Gayle’s Electronic Classroom*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about copyright and fair use. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Using Images

Copyright laws protect the works of authors, artists, and others. Copyrights prevent others from changing creative works without permission and claiming the works as their own. Copyright laws also prevent people from profiting from other people’s work without permission. You must assume that a work is copyrighted even when it is not marked with a copyright symbol ©.

Fair use allows limited use of copyrighted works without permission. While no clear and specific rules exist for fair use in all cases, you can follow some accepted guidelines for school projects. You can use copyrighted works without permission in your school projects. 

Here are the limits to using copyright works without permission for school projects: 

· You may use up to five images created by the same person.

· You may use a maximum of 15 images or 10 percent of the total images in a collection (whichever is less).

· Fair use for a school project expires two years after the project is completed.

You should always give credit to the creator of an image. You cite the source of an image just as you cite the author of a text. Sometimes, the creator of a work gives advance permission for specific uses. Most Web sites have copyright statements that explain their policies. They also provide contact information in case you need to get permission.
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What to Do

Complete the following task to show what you have learned about copyright and fair use. While you work through the task, think about whether you are achieving the goal. You may want to review an example of image copyright information before you begin. 

Task: Your task is to determine the copyright status of the images you found.

Goal: For each image found, determine if you can use the image without permission or if you need to obtain permission from the copyright holder.

See the example: Microsoft Word* or PDF

1. Open the document containing your images and citations.

2. Check the Web sites where you found your images for copyright information. 

3. Record the copyright status of each image in the document.

4. Remember to save your document often while you work.

5. Discuss the following points with your teacher:

· If your publication is covered by fair use

· If you need to get permission to use any of the images

· How you can get permission from the creators of the images

6. Get any permission you may need to use the images in your publication.

7. Review the checklist and revise your image citations to make sure they are complete.
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about copyright and fair use. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What does fair use allow you to do?

· Use any copyrighted images in a school project without permission. [Try again. You are limited to a certain number of images for each project.]
· Use a limited number of images in a school project without permission. [Correct! You may use up to 5 images created by one person, and you may use up to 15 images or 10 percent of a collection.]
· Use a limited number of images for any purpose without permission. [Try again. Fair use usually only applies to education or nonprofit purposes.]
2. When should you cite the source of an image you use in a school project?

· You should always cite the source of an image. [Correct! You should cite the source of any image whether it is copyrighted or not.]
· You should cite the source of an image if it is copyrighted. [Try again. You should cite the source of a copyrighted image, but a better answer is available.]
· You should cite the source of an image if you use more than five images created by the same person. [Try again. Under fair use, you may not use more than five images created by the same person without the person’s permission.]
3. What do copyright laws do?

· Prevent others from changing a creative work without permission [Try again. Copyright laws prevent people from changing creative works without permission, but another answer is more complete.]
· Prevents others from profiting from a creative work without permission. [Try again. Copyright laws prevent people from profiting off of other people’s creative works, but a better another answer is more complete.]
· Both of the above [Correct! Copyright laws protect creative works from being changed or used for profit without permission.]
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Task: Use the principles of graphic design to improve the appearance of your brochure.

Goal: Make your brochure as visually appealing and easy to read as possible.

You may want to review an example of a final brochure before you begin. 

See the example:
Microsoft Word* | PDF 
Key Concept

When you go to the library, how do you choose what to read? What catches your eye? Your first impression of any publication is based on how it looks. Graphic design is the art of creating publications that make strong impressions on readers.

Graphic design uses type and graphics to make text more visually appealing. Desktop publishing provides the technology tools to create a publication. Graphic design provides the knowledge and skills to use the technology tools effectively.

A quality publication both catches the eye and is easy to read. It grabs your attention and communicates a message quickly and effectively. Can you produce a quality publication? You can when you know the basic principles of graphic design.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn graphic design. You can get a more complete definition of each term from Fact Monster*.

New Words

Alignment: Specific arrangement of type and graphics in a publication.

Balance: Overall distribution of type and graphics on a page to create a desired effect.

Contrast: Type or graphics that work together to create a desired effect; also, study two (or more) people, groups, places, events, ideas, actions, or objects to identify distinctive characteristics.

Graphic Design: The art of using type and graphics to communicate information with a desired effect.

Proximity: How close together type or graphics are arranged in a publication or presentation; usually used in design to create a desired effect.

Repetition: Type or graphics used more than once to create a desired effect.

White Space: An area of a publication with no type or graphics.

Review Words

Audience: The people who read a publication or view a work of art, performance, or presentation.
Brochure: A short publication that describes or promotes a product, idea, opinion, organization, or event.

Desktop Publishing: Using a computer to design and print a publication that includes text and graphics.

Graphics: Using pictures and other visual elements to communicate information.

Publication: A printed work distributed to an audience.

Type: A style of letters and numbers used in a publication or presentation.
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Learning from the Web

How can you make your narrative essay publication catch the eyes of your readers? Explore some Web sites about graphic design. Learn how to use graphic design to attract readers to your publication.

While you explore the following Web sites, think about the guiding questions. You may want to take notes to help you answer the questions. If you think of other questions about using graphic design, keep those in mind too.

Guiding Questions

· What are the most important concepts to remember about graphic design?

· How can you use graphic design to attract readers to your narrative essay publication?

· How can type and fonts affect attractiveness and readability?

Web Sites

· Desktop Publishing and Graphic Design* from About*

· Principles of Design* from About*

· Examples of Principles of Design* from About*

· Rule of Thirds* from About*

· How to Choose Fonts for Headlines* from About*
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What to Know

This page summarizes some of the information from the Web sites you explored. This information helps you learn what you need to know for this activity about graphic design. You may want to take notes to help you remember the most important points. You can return to the Web sites for more exploration if you want to learn more.

Principles of Design

A quality publication looks good, is easy to read, and communicates a message. Graphic design is the art of using type and graphics to produce quality publications. Like any art, no strict rules can guarantee success. Fortunately, you can rely on some design principles that help in most cases.

Six basic design principles can help you create a quality publication. These principles are guidelines, not rules. Creative graphic designers often “break the rules” to create interesting effects. However, the six principles can help you design a publication that captures your audience’s attention and is easy to read and understand.

The six principles of graphic design are:

· Alignment makes your publication easy to read. Well-aligned type and graphics complement each other without obstructing other elements.

· Balance sets the tone for a publication. An even distribution of type and graphics can make a publication more soothing or serious. An uneven distribution of type and graphics can make the publication more active or amusing.

· Contrast directs a reader’s attention to a specific place or idea. Differences in size and appearance of type or graphics can create eye-catching contrast. 

· Proximity uses space to show how type and graphics are related. Placing two elements close together suggests a close relationship or agreement. Placing elements far apart shows a weaker relationship or tension.

· Repetition helps a reader navigate through a publication. If every type and graphic looks different, a reader will get lost quickly. If similar elements have the same look, readers can follow along easily.

· White space gives a reader’s eyes a rest. If every inch of a publication is filled with type or graphics, the reader may become overwhelmed. White space does not have to be white. It can actually be any color as long as the space is empty and a reader does not have to focus on it. 

Rule of Thirds

One easy way to make sure your designs look good is to use the rule of thirds. Think about a tic-tac-toe game. Imagine that every page is divided into nine equal pieces, like a tic-tac-toe game drawn over the entire page. The rule of thirds says that a design looks better if it is arranged on this kind of grid. The four points where the four horizontal and vertical lines intersect can be used to align the features of the design. 
Type and Fonts

Type and fonts can have dramatic effects on both attractiveness and readability. Type should match the tone of the publication. Fonts should be easy to read and appropriate for the intended audience and purpose. Using a whimsical font in a serious publication confuses and distracts readers, and may even offend them. On the other hand, using a formal font in a publication meant to entertain may cause readers to lose interest. 
Contrast between headlines and body text also can contribute to both attractiveness and readability. Many experts believe that body text is easier to read in serif fonts (like Times New Roman). You can make headlines stand out from body text by using san serif fonts (like Tahoma). You can add more contrast by making headlines bold, changing their color, or increasing their size. Of course, you should always use fonts and effects wisely and consistently.
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Use the Intel® Education Help Guide to learn technology skills.

Word Processing

##Use built-in template#SkillID=WP_10.3##
##Add clip art#SkillID=WP_5.1##

##Add picture from Web#SkillID=WP_5.3##

Web Technologies

Go to page in:


##Internet Explorer*#SkillID=WT_3.4##


##Mozilla Firefox*#SkillID=WT_1.4##


##Safari*#SkillID=WT_5.4##

##Search the Help Guide#skillid=null##
What to Do

Complete the following task to show what you have learned about graphic design. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a final brochure before you begin. 

Task: Use the principles of graphic design to improve the appearance of your brochure.

Goal: Make your brochure as visually appealing and easy to read as possible.

See the example: Microsoft Word* or PDF

1. Open the word processing or desktop publishing file that contains your brochure. 

2. Add the images that you found to enhance the message and visual appeal of your brochure. Make sure that you are using the images legally.

3. You may also want to add clip art to your brochure, but only if the clip art enhances both the message and visual appeal. You may use clip art provided with your word processing or desktop publishing application. You may also find clip art on the following Web sites.

Clip Art Sources

· Discovery School's Clip Art Gallery* from Discovery School*

· Clipart for Kids* from Kidz Page*

· Classroom Clipart*

4. Use the principles of graphic design to improve the appearance your brochure. Make the brochure as visually appealing and easy to read as possible.

5. Remember to save your brochure often while you work.

6. Review the checklist and revise your brochure to make sure it is complete.

7. If you have access to a printer, print at least one copy of your brochure.

8. Ask someone to read your brochure. Discuss the reader’s reaction to your brochure. You may want to ask the following questions during your discussion.

· What parts had the most and least visual appeal?

· Were any parts difficult to read?

· What was the message of the brochure?

· What, if any, actions did the brochure move the reader to take?
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Check Your Understanding

Did you learn the important ideas in this activity? This quiz helps you demonstrate what you learned about graphic design. Your answers are not recorded, and the quiz is not scored. 

Please read all possible answers first, and then choose the best answer.

1. What most determines the overall appearance of a publication?

· Balance [Correct! Whether a publication is evenly or unevenly balanced determines the overall appearance.]
· White Space [Try again. White Space is important, but another answer is better.]
· Repetition [Try again. Repetition mainly helps readers navigate.]
2. What makes a publication easy to read?

· Alignment [Correct! Alignment organizes type and graphics so that a publication is easy to read.]
· Proximity [Try again. Proximity mainly uses space to suggest relationships among elements.]
· Contrast [Try again. Contrast mainly draws a reader’s attention to a specific place or idea.]
3. What is the rule of thirds?

· You should never use more than three graphics on a page. [Try again. Using too many graphics should be avoided, but this is not the rule of thirds.]
· Type and graphics should be arranged on a grid of nine equal parts. [Correct! The rule of thirds divides a space like a tic-tac-toe game.]
· Important words or graphics should be repeated three times. [Try again. Repetition can make a document easier to follow, but this is not the rule of thirds.]
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Thinking about Learning

What have you learned in this module? You explored how to use technology tools for desktop publishing. You used a template to publish your narrative essay in a brochure. You found and downloaded images from the Internet, being careful to make sure you used the images legally. You explored the basic principles of graphic design.

You have learned:

· How to use technology tools to prepare text for publication

· How to use a template to publish your narrative essay in a brochure

· How to find images on the Internet, recognize image file formats, and download images to your computer

· How to use copyrighted images legally and ethically in a school project

· How to use the principles of graphic design to create an attractive and easy to read publication.
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Checklist for Desktop Publishing

Checklists can help you keep track of your work. Use the following checklist to make sure you complete the task for each activity. If you have access to a printer, you may want to print the checklist for reference as your work through the activities. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Publishing Tools 

Task: Formatted Narrative Essay 

· Open your edited narrative essay and rename it

· Use technology tools to format your essay

· Use your tools:

· Put one space after punctuation

· Use one return after a paragraph

· Use margins, tabs, and alignment instead of spaces

· Mix it up:

· Use bold for contrast or emphasis

· Use italics for titles and minor emphasis

· Use different fonts, sizes, and colors

· Keep it simple:

· Use a limited number of fonts in your publication.

· Use formatting features sparingly.

· Use a variety of formatting features.

· Save your document

Activity 2: Brochure Template 

Task: Desktop Publishing

· Find a template for your brochure

· Make sure the template is appropriate for your topic

· Make changes to the template so that it enhances your message

· Add your narrative essay to the template

· Include information about the product, opinion, organization, or event

· Format the text, and make sure your text is:

· Attractive

· Easy to read

· Save your brochure

Activity 3: Image Search 

Task: Brochure Images 

· Open a new word processing document and type your name, date, and a title
· Find at least four images that relate to your topic

· Download images to your computer

· Insert images into your document

· Cite the sources for images

· Save your document

Activity 4: Copyright and Fair Use 

Task: Image Copyright

· Open your document with your images and citations

· Find and record the copyright status for each of your images

· Get permission for any images if necessary

· Save your document

Activity 5: Graphic Design 

Task: Graphic Design

· Open your brochure

· Add your images to make your brochure more visually appealing and enhance the message

· Add clip art to make your brochure more visually appealing and enhance the message

· Use principles of design to improve your brochure, including;

· Alignment

· Balance

· Contrast

· Proximity

· Repetition

· White Space

· Apply the rule of thirds to arrange the type and graphics

· Save your brochure

· Print your brochure

· Share your brochure and get feedback from the reader
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Rubric for Desktop Publishing

The main purpose of a rubric is to help you do your best work. Use the rubric to make sure you understand what you are expected to learn. Is all of your work best described by column 4? If not, what can you improve? If you have access to a printer, you may want to print the rubric for reference as your work through the activities. Ask your teacher for help if you have any questions about the rubric.

	
	4
	3
	2
	1

	Brochure
	The overall look is appropriate for the topic and enhances the message of the essay.
	The overall look is appropriate for the topic and conveys the message of the essay.
	The overall look is appropriate for the topic.
	The overall look is not appropriate for the topic.

	Desktop Publishing
	Technology tools are used to create an attractive look that enhances the message of the essay, and an appropriate template is used and effectively modified to enhance the message of the essay.
	Technology tools are used to create an attractive publication, and an appropriate template is used and modified.
	Technology tools are used effectively to format the publication, and an appropriate template is used but not modified.
	Technology tools are not used effectively, or an inappropriate template is used.

	Graphic Design
	The essay is easy to read, and the type and graphics contribute to readability.
	The essay is easy to read, and the type and graphics are appropriate.
	The essay is easy to read, but the type or graphics may not be appropriate.
	The essay is difficult to read because the type and graphics detract from the presentation.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.
	Several words are misspelled or capitalized incorrectly..

Several sentences are punctuated incorrectly.
	Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

	File Management
	Files are clearly named, consistently saved to the correct location, and well-organized in folders.
	Files are clearly named and consistently saved to the correct location, but they are not well-organized in folders.
	Work is not lost but files are not clearly named or consistently saved to the correct location.
	Work is lost because files are not clearly named or consistently saved to the correct location.
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Reflection on Desktop Publishing

How can you make sure you really understand something? One of the best ways is to explain it to someone else. You might talk to another student, a teacher, or someone in your family.

Be prepared to discuss:

· What you learned about the process of desktop publishing

· What you learned about the principles of graphic design

· How you used desktop publishing to tell a story to an audience

· How you used graphic design to make your brochure more visually appealing
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