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 [TOC QUOTE]

[“We live in a society exquisitely dependent on science and technology, in which hardly anyone knows anything about science and technology.” Carl Sagan]
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Title for Portal 1: [Research, Write, Present]
Title for Portal 2: [Make Decisions with Data]

Title for Portal 3: [Teacher Guide]
Title for Portal 4: [Parent Guide]
Explanation is description with understanding. Explain with Technology creates opportunities to engage students in learning with technology in any subject. Students research complex topics, write expository essays explaining their topics, and deliver multimedia presentations based on their expositions. Explain with Technology is designed to increase technology literacy and cultivate responsible digital citizenship as students learn the power of explanation.

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

Research, Write, Present >

Students research complex topics and write expository essays explaining their topics as objective observers. Then, students identify an audience for whom they design and deliver a multimedia presentation based on their expositions.

Make Decisions with Data >

Students research decisions about complex topics before collecting and analyzing opinion data on their topics. Then, students evaluate alternatives, make choices, and explain their decisions by designing and delivering multimedia presentations.

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, expository writing, decision making, and presentation.

Parent Guide >

Parents become familiar with the research, expository writing, decision making, and presentation 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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Tab 1: [Expository Writing]

Tab 2: [Research Process]
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Tab 4: [Multimedia Presentation]

Project Overview

This 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 how to use expository writing to understand and explain a topic. Then, you research a topic that interests you and explain the topic in an expository essay. Finally, you create and deliver a multimedia presentation to share your explanation with an audience.

In this project:

· Choose an interesting topic for an informative expository essay

· Gather and organize the information you need to explain your topic

· Draft, revise, and edit an expository essay to explain your topic

· Deliver an interesting, informative, and entertaining multimedia presentation

Expository Writing >

An expository essay, or exposition, is an interesting and informative explanation of a topic. A well-written exposition presents all relevant information without favoring any particular point of view. Different types of expository writing have different purposes. You can use expository writing to learn about and explain almost any topic in any subject. Learn how to choose a topic in a subject that interests you and ask effective questions to guide your research. In this module, choose an interesting topic for an informative expository essay.

Research Process >

How can you make sure you answer your questions correctly? You can use the research process to make sure your answers are accurate and complete. First, you locate a variety of credible sources of accurate and reliable information and gather information by taking notes. Then, you organize the information in your notes and plan your expository essay. Understanding the research process helps you to be successful in school, work, and life. Learn the skills you need to locate and use the information you need to explain your topic in an expository essay. In this module, gather and organize the information you need to explain your topic.

Expository Essay >

Are you ready to write an expository essay? An expository essay usually begins with an introductory paragraph that gets readers interested in a topic, includes three (or more) body paragraphs that explain the topic, and ends with a concluding paragraph that summarizes the topic. An interesting and informative essay can make writing seem easy. But most good expository essays are the result hard work. Many successful expository writers use feedback from peers to make their essays more interesting and informative. In this module, draft, revise, and edit an expository essay to explain your topic in an interesting and informative way.

Multimedia Presentation >

How can you explain your topic to a live audience? You worked hard to research your topic and write an interesting and informative expository essay. When you have a live audience, make the most of it! You can use a multimedia presentation to explain your topic in an entertaining, interesting, and informative way. Many successful writers and researchers deliver multimedia presentations to their audiences. Learn how to create and deliver a multimedia presentation that explains your topic to an audience. In this module, deliver an interesting, informative, and entertaining multimedia presentation.
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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

An expository essay, or exposition, is an interesting and informative explanation of a topic. A well-written exposition presents all relevant information without favoring any particular point of view. Different types of expository writing have different purposes. You can use expository types to learn about and explain almost any topic in any subject. What is the secret to writing a good exposition? Writing a good expository essay has no secrets! Anyone can write a good exposition.

In this module:

· Learn how to write an interesting and informative expository essay

· Learn how to keep yourself and others safe when you use the Internet

· Learn to recognize different types of expository writing with different purposes

· Choose a topic for an interesting and informative expository essay

· Learn about your topic by writing effective research questions

Activity 1: Expository Style >

Have you ever explained something to someone? An expository essay, or exposition, is a short written work that explains a topic or informs an audience. A well-written exposition does not favor any particular point of view. Learn how to write an interesting and informative expository essay. 

Activity 2: Internet Safety >

Do you know how to keep yourself, your school, and your family safe when you use the Internet? 

Whatever part of the Internet you are using, use it safely. Learn how to keep yourself and others safe when you use the Internet.

Activity 3: Expository Types >

Different types of expository writing are useful for different purposes. Some expository types can be especially useful in certain subjects. Recognizing different expository types helps you become a better writer, reader, and learner. Learn to recognize different types of expository writing.

Activity 4: Topic Choice >

What would you like to learn about? Once you know what subject you want to learn about, you must narrow your focus to a specific topic. What type of expository writing is most appropriate for explaining your topic? Choose a topic for an interesting and informative expository essay.

Activity 5: Research Questions >

Did you know there are various types of questions? An interesting topic usually requires more than one type of information to understand. The types of questions you ask depends on the kinds of answers you need. Learn about your topic by writing effective research questions.

Look Back >

Reflect on what you learned in this module. Are you are ready to research the topic of your expository essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your expository topic and research questions. Talk about what you learned and how you did your work.
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< Return to Expository Writing
View as Microsoft
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Checklist for Expository 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: Expository Style

Task: Expository Analysis

· Read an expository essay

· 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 expository writing

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

· Check the spelling and grammar of your analysis 

· Save your document

Activity 2: Internet Safety

Task: Strategies for Internet Safety

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

· Use the expository style of writing to write three paragraphs explaining three strategies for Internet safety, and make sure each paragraph:

· Organizes the information around a main point, or one strategy 

· Relates all information to the main point

· Check the spelling and grammar of your document

· Save your document

Activity 3: Expository Types

Task: Expository Interpretation

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

· Find an example of expository writing in a subject that interests you

· Write two or three paragraphs explaining how the example uses the expository style of writing, and make sure to include:

· The types of expository writing used

· Specific instances of effective expository writing, including: 

· A specific topic

· A first paragraph that clearly states the topic and purpose

· Paragraphs organized around a main point

· Information in paragraphs that relate to the main point

· Paragraphs arranged in a logical order

· A last paragraph that is a summary

· An explanation of what you learned about the topic

· Check the spelling and grammar of your interpretation 

· Save your document

Activity 4: Topic Choice

Task: Expository Topic Selection

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

· Choose a topic for an expository essay

· Check that the topic you chose is:

· Interesting to you

· Informative to others

· Something you can explain

· Appropriate for the assignment

· Specific

· Researchable

· Make sure your topic can be explained using one or more of the expository styles, and check the styles you plan to use:

· Cause and effect

· Classify and divide

· Compare and contrast

· Definition

· Process

· Write a few paragraphs describing the topic and explaining:

· Why you chose the topic

· What you want to explain

· Whom you want to inform

· What type of expository writing you can use to explain the topic

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

· What you need to know about the topic to write an expository essay

· Check the spelling and grammar of your document

· Save your document

Activity 5: Research Questions

Task: Questions

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

· Write a few questions to guide your research for your expository essay

· Include different types of questions, including:

· Factual: To help you understand the topic

· Convergent: To delve deeper into the topic

· Divergent: To understand different aspects of the topic

· Evaluative: To understand different points of view on the topic

· Be sure that your questions address the following:

· Why you chose the topic

· What facts you need to know to understand the topic

· What type of research questions will provide the facts

· What different points of view are held on the topic

· What type of research questions will help you understand the different points of view

· Check the spelling and grammar of your questions

· Save your document

< Return to Expository Writing
[PRORAMMING INSTRUCTIONS]
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 ExpositoryWriting_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/Explain/ResearchWritePresent/

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 Expository 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 your work through the activities. Ask your teacher for help if you have any questions about the rubric.
	
	4
	3
	2
	1

	Research Questions
	Questions are relevant and engaging, and provoke thought on all important aspects of the topic.

Questions provoke thought on all information needed for the chosen type of expository writing.
	Questions are relevant, engaging, and address all important aspects of the topic.

Questions provide all information needed for the chosen type of expository writing.
	Questions are relevant but do not address some important aspects of the topic.

Questions provide some appropriate information for the chosen type of expository writing.
	Many questions are not relevant to the topic.

Many questions would be more appropriate for another type of expository writing.



	Topic Choice
	The topic is focused and interesting to most readers.

The chosen type of expository writing is the best way to approach the topic.


	The topic is focused and interesting to some readers.

The chosen type of expository writing is a good way to approach the topic.


	The topic is focused but may not be interesting to readers.

The chosen type of expository writing is one way to approach the topic, but it is not the best way.
	The topic is too broad to be covered adequately.

The chosen type of expository writing is not a good way to approach the topic.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled or 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.


< Return to Expository Writing
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Task: Read and analyze an expository essay.

Goal: Show that you know what makes an effective expository essay.

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

Have you ever explained something to someone? Maybe you explained some information you learned in school to a family member. Maybe you explained how an object or system works to a friend. Being able to explain a topic and inform an audience is an important communication skill.

Have you ever written a report? If so, you were most likely using the expository style of writing. The expository style of writing helps you to tell readers what you know about a topic or show readers how to complete an action. 
An essay is a short written work that makes an important point about a topic chosen by the author. An expository essay, or exposition, is a short written work that explains a topic or informs an audience. 

What can readers learn from the essay? The primary purpose of an expository essay is to communicate information to an audience. A well-written exposition presents all relevant information without favoring any particular point of view. The expository style is often the best choice for writing in both school and work.

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 > Explain > Research, Write, Present Examples

	Microsoft* Word
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about the expository style of writing. 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.
Data: Information collected by observation or measurement.

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

Expository: A type of writing that explains a topic or informs an audience.

Fact: Information widely believed to be true and supported by objective data.

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
Logical: Capable of thinking in a clear and consistent way to draw correct conclusions.

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

Objective: Able to put aside personal feelings and opinions.

Opinion: Beliefs that may or may not be supported by facts.

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 the expository style of writing. Learn when and how to use the expository 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 any other questions about the expository style of writing, keep those in mind too.

Guiding Questions

· What are some good reasons to write an expository essay?

· When would the expository style not be a good choice for an essay?

· How is the expository style different from other writing you may have done?

Web Sites

· You Got Some 'Splaining to Do, Lucy: Exposition* from Fact Monster*

· Writing Workshop: Research Paper* from Scholastic*

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

· Expository Essay* 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 the expository style of 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.

The Expository Style of Writing

An essay is a short written work that makes an important point about a topic chosen by the author. An expository essay is a short written work that explains a topic or informs an audience. The expository style of writing is a good choice when you want to tell readers what you know about a topic or show readers how to do something.

The primary purpose of an expository essay is to communicate information to an audience. Expository writing is probably the most common type of nonfiction. Expository essays present all relevant information without favoring any particular point of view. They focus on objective information such as facts and data. Expository essays are usually written in third person, using pronouns such as he, she, or they.

The expository style of writing can be useful in a variety of contexts. Research papers are usually written in the expository style because they report facts and data about topics. You could also use the expository style in a book report, memorandum, presentation, poster, letter, or e-mail. Whenever you need to be objective, the expository style can help. The format in which you choose to write depends on your purpose and audience.

Some important points to remember about the expository style of writing:

· The topic must be specific enough to present all relevant information in the essay.

· The first paragraph should clearly state the topic and the purpose of the essay. 

· Each paragraph should be organized around a main point.

· All information in a paragraph should be directly related to its main point.

· Paragraphs should be arranged in a logical order that is easy to follow and understand.

· The last paragraph should summarize the information that has been presented and explain how the purpose of the essay has been achieved.

· The last paragraph should not introduce any new information.
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What to Do
Complete the following task to show what you have learned about the expository style of writing. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an expository analysis before you begin. 
Task: Read and analyze an expository essay.

Goal: Show that you know what makes an effective expository essay.

See the example: Microsoft Word* or PDF
1. Read a sample expository essay. You may choose one of the following essays, or your teacher may assign one:

· Friendship* from The Write Source*

· Cheating in America* from The Write Source*

· The Many Causes of Asthma Attacks* from ThinkQuest*

· How to Make a Simple Birthday Cake* from ThinkQuest*

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 expository essay you analyze, such as Expository Analysis of ______________.
4. Write one or two paragraphs explaining why the essay you read is (or is not) an effective exposition. Give specific examples of effective (or ineffective) expository writing in the essay.

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 the expository style of 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. An expository essay is a good choice for which of the following purposes?

· Describing [Try again. An expository essay may be descriptive, but that is not its main purpose.]
· Persuading [Try again. An expository essay may be persuasive, but that is not its main purpose.] 

· Explaining [Correct! An expository essay presents objective information about a topic.]
2. In what format would you most likely use the expository style of writing?

· Personal narrative [Try again. The narrative style of writing is primarily intended to describe rather than explain.]
· Research paper [Correct! Research papers are usually written in the expository style because they report facts and data about a topic.]
· Short story [Try again. Short stories are written in narrative style, which is primarily intended to describe rather than explain.] 

3. Which of the following would make a good first sentence for an expository essay?

· Many scientists have used recent data to conclude that Pluto is not a planet. [Correct! The author intends to explain why many scientists do not classify Pluto as a planet.]
· Despite recent data, Pluto should continue to be classified as a planet. [Try again. The author intends to persuade rather than explain.]
· Pluto’s light brown surface, with just a hint of yellow, might remind a space traveler of an autumn leaf. [Try again. The author intends to describe rather than explain.]
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Task: Explain three ways to keep yourself and others safe when you use the Internet.

Goal: Show that you can use the expository style of writing effectively.

You may want to review an example of strategies for Internet safety before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Do you know how to keep yourself, your school, and your family safe when you use the Internet? Some people think the Internet and the World Wide Web are the same. But the Web is only one part of the Internet. For example, e-mail and instant messages both use the Internet. 

Would you give your name, age, or address to a stranger at a shopping mall? Would you steal a game or music CD from a store? If you type unkind or false statements about other students while you are online, would speaking those words in person be just as hurtful?

Whatever part of the Internet you are using, you must use it safely. The Internet is real, and what you say and do online matters. You may feel anonymous when you are online, but you are leaving digital footprints everywhere you go.

The best policy is never to say or do anything online that you would not say or do anywhere else. Learn how to keep yourself and others safe when you use the Internet by following basic safety guidelines.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about Internet safety. You can get a more complete definition of each term from Fact Monster*.

New 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.

Password: A secret series of letters, numbers, and symbols used to prove that a person has the right to use a computer or access information.

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

The Internet is one of the most powerful technology resources available if you know how to use it safely. Explore some Web sites about Internet safety and learn how to protect yourself, your family, and your school when you go online.

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 any other questions about Internet safety, keep those in mind too.

Guiding Questions

· What are some of the potential risks you face when you use the Internet?

· What should you never do when you go online?

· How can you protect yourself, your family, and your school when you go online? 

Web Sites

· Internet Safety Guide* from Fact Monster*
· Kids’ Rules for Online Safety* from SafeKids.com*

· Use Your NetSmartz* from NewSmartz Workshop*

· Am I Invisible on the Internet?* from For Kids by Kids Online*

· Passwords* from Learn the Net.com*
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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 Internet safety. 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.

Guidelines for Internet Safety

The Internet is real, and what you say and do online matters. Whether you are sending e-mail, instant messaging, or surfing the Web, you should always use the Internet safely. Keep yourself and others safe by following basic Internet safety guidelines.

Never give out personal information online. Never give out information that someone could use to identify you, your family, or your school. Do not give out the following information online:

· Your name, age, location, phone number, and pictures of yourself 

· Your home address, parents’ names, and parents’ work address 

· Your school’s name, teachers’ names, and school’s address 

· Any telephone number, including home, work, school, and cell phones 

· Anyone’s social security number, credit card numbers, or bank account information

Remember that the Internet is real. What you say about other people online has just as much effect as what you say to them in person. Keep these suggestions in mind:

· Never talk to strangers online. It can be just as dangerous to talk with strangers online as it is in real life. In fact, an online stranger may be pretending to be someone else. Of course, never agree to meet a stranger anytime or anywhere.

· Do not be disrespectful to anyone online. Remember that bullying another student online is the same as bullying at school. You should expect to be held accountable by your parents and teachers for what you say and do online.

· Never download a file you have not legally obtained.  Whether a file is a computer game, software application, music, or video, you must make sure all of your files are legal copies. You would not steal a game or a CD from a store, so do not steal one online.

· Do not be afraid to ask for help. Always ask a parent, teacher, or other trusted adult for help whenever you feel confused, uncomfortable, or threatened.

Use strong passwords and keep them secret. Passwords protect information by making sure that only authorized people can get access. They help prevent others from accessing your information, such as school records. You may also have a password to log on to a computer or to access some Web sites. Keep these tips in mind when creating passwords:

· Strong passwords are the most secure. A strong password is at least six to eight characters long and includes at least one lowercase (small) letter, one uppercase (capital) letter, one number, and usually one symbol. One strategy for creating a strong password is to change certain letters in a word into numbers and symbols. For example, the word password could be changed to paS$w0rd (but do not use this example for your password!).
· A password is only effective if you keep it secret. Create a password you can remember so that you do not have to write it down. Never share your password with anyone except a parent, teacher, or other trusted people.
· Sign out every time you sign in. Whenever you use a password to log on to a computer, network, or Web site, always remember to log off when you are done. If you do not log off, the next person who uses the computer can access your information.

· Change passwords regularly. Most experts recommend that you change passwords at least every three months. Always change your password if anyone finds out what it is.

Know the rules anywhere you go online. Many people use computers in more than one place, such as schools, homes, libraries, cafes, and friends’ houses. Always know the rules for using any computer. Whenever you are online, you leave digital footprints everywhere you go. Every computer on the Internet is identified by a unique number called an IP address. Authorities can use IP addresses to investigate what a person does when they are online.
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What to Do
Complete the following task to show what you have learned about Internet safety. While you work through the task, think about whether you are achieving the goal. You may want to review an example of strategies for Internet safety before you begin. 
Task: Explain three ways to keep yourself and others safe when you use the Internet.

Goal: Show that you can use the expository style of writing effectively.

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

3. Write three paragraphs in the expository style, with each paragraph explaining a strategy for keeping yourself and others safe when you use the Internet.

4. Remember to save your document frequently while you work.

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 explanation to make sure it is complete. 

8. Share your explanation.
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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 Internet safety. 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 should you do when someone you meet online asks you for your home address?

· Tell a trusted adult [Correct! You should always tell a parent, guardian, or other trusted adult when a stranger tries to find out where you live.]
· Ignore the question [Try again. You should definitely not answer the question, but another answer is better.] 

· Give them your school address instead [Try again. You should never give out any personal information when you are online.]
2. When is it acceptable to go online and type unkind remarks about someone?

· You can type unkind remarks about other students when they are mean to you [Try again. You should never type unkind remarks about anyone online since it has the same effect as saying the words in person.]
· You can type unkind remarks about other students, but not about teachers [Try again. Typing unkind remarks online about another student or a teacher is the same as saying the words in person. You should not do either.]
· You should never type unkind remarks about anyone. [Correct! You should not make unkind remarks about people online or in person.]
3. Which of the following is the strongest password?

· Passw04d [Try again. Strong passwords include at least one symbol.] 

· Pas$wo4d [Correct! Strong passwords are at least six to eight characters long and include at least one lowercase letter, uppercase letter, number, and symbol.]
· pa$$w04d [Try again. Strong passwords include at least one uppercase letter.]
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Task: Read and interpret expository writing on a subject that interests you.

Goal: Show that you know how to recognize and read different types of expository writing.

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

Have you ever read something that was too interesting and informative to forget? The Internet makes expositions on all kinds of topics available to everyone. It can help us understand almost any topic in almost any subject, from arts and literature to math and science. 

One of the most flexible and powerful uses of the expository style is to compare and contrast two people, groups, places, events, ideas, or things. You can also write an exposition to classify and divide many different people, groups, places, events, ideas, or things. The compare-and-contrast and classify-and-divide forms of expository writing are useful in any subject area.

Some types of expository writing are particularly useful in certain subject areas. You can use the expository style to explain the causes and effects of natural events in science. You can write a process exposition to explain how to carry out a calculation or solve a problem in mathematics.

Different types of expository writing serve different purposes. You have learned how to recognize expository writing. Now, learn how to distinguish different expository types. Learning the different expository types helps you become a better writer, reader, and learner! 
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about types of expository writing. You can get a more complete definition of each term from Fact Monster*.

New Words

Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.

Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.

Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.

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.

Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

Interpret: Understand or explain meaning.

Review Words

Audience: The people who read a publication or view a work of art, performance, or presentation.
Data: Information collected by observation or measurement.

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

Expository: A type of writing that explains a topic or informs an audience.

Fact: Information widely believed to be true and supported by objective data.

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
Logical: Capable of thinking in a clear and consistent way to draw correct conclusions.

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

Objective: Able to put aside personal feelings and opinions.

Opinion: Beliefs that may or may not be supported by facts.

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 different types of expository writing. Learn how to read an exposition more effectively and how to use different expository types in your writing. 

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 any other questions about types of expository writing, keep those in mind too.

Guiding Questions

· How can you recognize different types of expository writing?

· How can you use different expository types in your writing?

· What makes an expository essay interesting and informative?

Web Sites

· You Got Some 'Splaining to Do, Lucy: Exposition* from Fact Monster*

· The Perfect Couple: Cause and Effect*

· Neat and Tidy: Classify–Divide*

· Alike and Different: Comparison and Contrast*

· You Could Look It Up: Definition*

· ”How to” Essays: Process Analysis* 

· Types of Essays and Student Samples* from Roane State Community College*

· Writing Cause and Effect Essays*

· Writing Comparison and Contrast Essays*

· Writing Definition Essays*
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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 types of expository 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.

Recognizing Different Types of Expository Writing

You can use the expository style to write about almost any topic in almost any subject. Different types of expository writing are best for different purposes. Most expository types can be used in almost any subject, but some are particularly useful in certain subjects. An exposition may use only one of these types, or it may use multiple types for different purposes within the essay.

You should be able to distinguish the following five types of expository writing:
· Cause and Effect. Cause-and-effect expositions explain why an event happens. The reasons an event happens are causes, and the actual event is the effect. A simple event may have only one cause, but complex events usually have many causes. A single cause may also have many effects. Cause-and-effect relationships are particularly useful in science and social studies because they help explain natural and human events. 

Cause-and-Effect Words: because, due to, consequently, if… then, therefore, and thus.
· Classify and Divide. Classify-and-divide expositions sort people, groups, places, events, ideas, actions, or objects into categories based on similarities and differences. The goal is usually to use as few categories as possible without overlap. For example, scientists sort living organisms into species with each organism belonging to exactly one species. An effective classify-and-divide exposition must be useful for some purpose. For example, knowing how to classify different species helps scientists understand how life evolved. 

Classify-and-Divide Words: sort, category, class, group, type, and kind.

· Compare and Contrast. Compare-and-contrast expositions explain the similarities and differences among two (or more) people, groups, places, events, ideas, actions, or objects. The exposition may present all characteristics of one item and then another, or similarities and differences in the characteristics may be presented one at a time. Compare-and-contrast expositions are especially flexible, having effective uses in almost any subject. 

Compare Words: also, both, like, alike, likewise, comparable, similar, and related. 

Contrast Words: however, but, not, different, distinct, contrasting, unlike, dissimilar, and unrelated.

· Definition. Definition expositions explain the most important characteristics of a person, group, place, event, idea, action, or object. They explain what makes the item being defined what it is and not something else. The goal is to define the item in such a way that it could not be mistaken for anything else. The readers should be able to identify the item being defined even if they did not know the topic of the exposition. 

Definition Words: defined, characterized, identified, named, termed, labeled, distinguished, exemplified, and restricted.

· Process. Process expositions tell an audience how to complete an action. They follow a sequence from a starting point to a successful conclusion. The goal is to explain the process in such a way that the reader can follow the sequence without any missteps or mistakes. Process expositions are particularly important in math and science. They can explain how to carry out a calculation, solve a problem, or conduct an experiment.

Process Words: directions, instructions, procedure, step, method, formula, technique, apply, carry out, follow, conduct, and perform. 
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What to Do
Complete the following task to show what you have learned about expository types. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an expository interpretation before you begin. 
Task: Read and interpret expository writing on a subject that interests you.

Goal: Show that you know how to recognize and read different types of expository writing.

See the example: Microsoft Word* or PDF
1. Most of the reading and writing we are asked to do in school and work is in the expository style. Find an example of expository writing about a subject that interests you. You can use one of the following Web sites or other sources. You may want to check with your teacher to make sure the subject and source you choose are appropriate.

Arts and Literature

· The Collection* at the National Gallery of Art*

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

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

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


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*

Math

· Homework Center Mathematics* from Fact Monster*

· Ask Dr. Math* from Drexel University*

· Activities for Grades 6-8* from NCTM Illuminations*

Science

· Rivers 2001* from National Geographic*

· Bagheera: Endangered Species* from Endangered Earth*

· Global Warming (What It Is)* from the Environmental Protection Agency*

· Windows to the Universe* from the University Corporation for Atmospheric Research*

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 example you analyze, such as Expository Interpretation of ______________.

4. Write two or three paragraphs explaining how the example uses the expository style of writing. Cite specific instances of effective (or ineffective) expository writing. Explain what you learned about your topic from the example.
5. Remember to save your document frequently while you work.

6. Check the spelling and grammar in your paragraphs. 

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

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

9. Share your interpretation.
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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 types of expository 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. What type of expository writing would you use to explain the similarities and differences between two authors or artists?

· Classify and divide [Try again. Classify-and-divide expositions separate multiple items into categories.]
· Compare and contrast [Correct! Compare-and-contrast explanations can be used in any subject to explain how two items are alike and different.]
· Process [Try again. Process expositions explain how to complete an action, such as write a story or paint a mural.]
2. What type of expository writing can scientists use to explain natural events?

· Cause and effect [Correct! Cause-and-effect expositions are usually the best way to explain why an event happens.]
· Classify and divide [Try again. Scientists use classify-and-divide expositions, but another answer is better.]
· Definition [Try again. Scientists use definition expositions, but another answer is better.]
3. What type of expository writing is the best way to explain how to make a mathematical calculation?

· Compare and contrast [Try again. Compare-and-contrast expositions can be used in almost any subject, including math, but another answer is better.]
· Definition [Try again. Definition expositions can be used in almost any subject, including math, but another answer is better.]
· Process [Correct! Process expositions explain how to complete an action, such as perform a calculation.]
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Task: Choose a topic for your expository essay.
Goal: Show that you can select an appropriate topic and a specific type of expository writing.

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

What would you like to learn about? You have seen how different types of expository writing can be used in different subjects. You can write an expository essay about arts and literature, history, math, or science. However, you want to make sure your essay is interesting and informative.

Do you know the difference between a subject and a topic? Once you know what subject you want to learn about, you must narrow your focus to a specific topic. Brainstorming can help you think of some possible topics. Once you have a few topics, you can evaluate each possibility to find the topic that will make the best expository essay.

What would you like to explain in your expository essay? What type of expository writing is most appropriate for explaining your topic? Can you find enough information to explain your topic thoroughly? Choose a topic about which you can write a successful expository essay.

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 > Explain > Research, Write, Present Examples

	Microsoft* Word


	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Explain/ResearchWritePresent/EW_TopicChoice_Example.doc

	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Explain/ResearchWritePresent/EW_TopicChoice_Example.pdf


	Type of Page 
	Level 4 Content Page

	Supertitle
	 Expository Writing | Topic Choice

	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 choosing a topic. You can get a more complete definition of each term from Fact Monster*.

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

Review Words

Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.
Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.
Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.
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.
Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

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

Expository: A type of writing that explains a topic or informs an audience.
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Learning from the Web

Explore some Web sites about choosing a topic. Learn about the difference between a subject and a topic, and 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 any other questions about choosing a topic for an expository essay, keep those in mind too.

Guiding Questions

· How does brainstorming help you choose a topic?

· How can you make sure your topic is narrow enough to explain thoroughly?

· What type(s) of expository writing can help you learn about and explain your topic?

Web Sites

· Establish Your Topic* from Fact Monster*

· Choosing the Topic* from Essay Info*

· How to Brilliantly Brainstorm a Topic* 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 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.

Choosing a Topic for an Expository Essay

You can write an expository essay about almost any subject. However, that does not mean that you should write an expository essay about any subject. You want to make sure your topic will make an interesting and informative essay. Of course, you also want to make sure your essay is appropriate for the assignment for which you are writing.

First, narrow your focus to a specific topic within the subject. Then, make sure that your topic can be thoroughly explained using one or more expository styles. Finally, make sure you have enough sources and time to explain the topic thoroughly.

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 an expository essay:

· 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 to mind
· Evaluate the topics. After you brainstorm a list of topics, look at your list and consider whether the topics are appropriate. For an expository essay, make sure the topic is something that you can explain. In addition, consider what type of expository writing would be most appropriate to explain the topic.

· 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 explain and support with details.

· For a cause-and-effect essay make sure the topic does not have too many causes or effects to explain fully in an essay.

· For a classify-and-divide essay, make sure you can sort all the important items in your topic into a category. 

· For a compare-and-contrast essay, make sure you can explain all important similarities and differences. 

· For a definition essay, make sure you can define the topic so that it cannot be mistaken for another. 

· For a process essay, make sure you can explain your topic so that the reader will be able to follow the sequence without any missteps or mistakes.

· Check for sources. Finally, make sure you can find enough information about the topic. For an expository essay, you need enough information to explain all important parts of the topic thoroughly. Make sure that you will be able to locate sources and write the essay before the due date. Check with your teacher if you are not sure that your topic is appropriate for an expository essay.
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What to Do
Complete the following task to show what you have learned about choosing a topic for an expository essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an expository topic selection before you begin. 
Task: Choose a topic for your expository essay.
Goal: Show that you can select an appropriate topic and a specific type of expository writing.

See the example: Microsoft Word* or PDF

1. Choose a topic that interests you for your expository 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 it is an appropriate topic.


Arts and Literature

· The Collection* at the National Gallery of Art*

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

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

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


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*

Math

· Homework Center Mathematics* from Fact Monster*

· Ask Dr. Math* from Drexel University*

· Activities for Grades 6-8* from NCTM Illuminations*

Science

· Rivers 2001* from National Geographic*

· Bagheera: Endangered Species* from Endangered Earth*

· Global Warming (What It Is)* from the U.S. Environmental Protection Agency*

· Windows to the Universe* from the University Corporation for Atmospheric Research*

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 for your expository essay. Make sure you address each of the following questions:

· Why did you choose the topic?

· What do you want to explain?

· Whom do you want to inform?

· What type of expository writing can you use to explain the topic?

· What do you need to know about the topic to write an expository essay?

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

6. Check the spelling and grammar in your paragraphs. 

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

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

9. Save your document.

10. Share your topic.

< 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/Explain/ResearchWritePresent/EW_TopicChoice_Example.doc

	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Explain/ResearchWritePresent/EW_TopicChoice_Example.pdf


	Type of Page 
	Level 4 Content Page

	Supertitle
	Expository Writing | Topic Choice

	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 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. 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.]
2. What is the most important characteristic of a good topic for an expository essay?

· It has a narrow focus within a subject that is appropriate for expository writing. [Try again. A topic should have a narrow focus but another answer is better.]
· It can be thoroughly explained using one or more types of expository writing. [Correct! If a topic cannot be thoroughly explained using one or more expository types, then another writing style would be more appropriate.]
· It can be explained so that it cannot be mistaken for another topic. [Try again. Explaining a topic is an important consideration for a definition essay, but another answer is better.]
3. For a compare-and-contrast essay, you need to make sure the topic is specific enough that ______.

· All important parts of the topic can be assigned to a category. [Try again. Assigning a category to the parts of a topic is important for a classify-and-divide essay.]
· Readers can follow the sequence without missteps or mistakes. [Try again. Writing with a clear sequence is important for a process essay.]
· You can explain all important similarities and differences. [Correct! A good topic for a compare-and-contrast essay is specific enough that you can thoroughly explain similarities and differences.]
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Task: Write some questions to guide research on your topic.

Goal: Show that you understand how to use different types of questions effectively.

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

What do you want to know about your topic? What made the topic interesting to you? What information do you need to explain the topic thoroughly? Before you begin any research, you should determine exactly what you need to know. 

All research starts with a question, but all questions do not lead to research. Research is about finding the best answers to questions that really matter. You narrowed your topic to make sure you can write an effective expository essay. Writing a few effective research questions keeps you focused while you research the topic.

Did you know you can ask many different types of questions? The types of questions you ask depends on the kinds of answers you need. An interesting topic usually requires more than one type of information to understand. That means you will need to ask more than one type of question.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about effective questions. You can get a more complete definition of each term from Fact Monster*.

New Words

Convergent: Moving toward one direction or having a limited number of answers.

Divergent: Moving in many directions or having many answers.

Evaluative: Requiring judgment to decide among various opinions or answers.

Review Words

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

Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.
Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.
Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.
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.
Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

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

Expository: A type of writing that explains a topic or informs an audience.
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Learning from the Web

What information do you need to explain your topic thoroughly? Effective research questions will guide your search for information. Explore some Web sites about various types of research questions. Learn what types of questions to ask about your 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 any other questions about how to write effective research questions, keep those in mind too.

Guiding Questions

· What types of questions should you ask to help you find out what you want know about your topic?

· How does the type of question you ask affect the type of information you get?

· Why do you need different types of information?

Web Sites

· What's the Question? from Fact Monster*

· Task Definition* from the Big6*

· How to Impress Your Teachers by Asking Good Questions!* from the Big6* 

· Creating Research Questions* from Wheeling High School*
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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 writing effective research questions. 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.

Writing Effective Research Questions

Effective research questions are big enough to hold your interest and small enough to answer. Many questions focus on facts that can be memorized. These memory questions are very useful, but they may not provide enough information.

Usually, you cannot fully learn about complex topics just by asking memory questions. Other types of questions can help you delve deeper into a topic. These include convergent, divergent, and evaluative questions.

Fact Questions 

Fact questions always have a correct answer and usually start with words like:
· Who…?

· What…?

· Where…?

· When…?

Some examples of memory or fact questions are: 

· Who invented the calendar?

· What is copyright?

· Where is Kazakhstan?

Convergent (Why) Questions

Convergent questions require more explanation than memory or fact questions but usually have correct answers. They often start with words like:

· Why…?

· How…?

· According to…?

Some examples of convergent, or why, questions are:

· Why do we have copyright laws?

· How is a PC different from a Mac? 

· According to most scientists, what is the most likely impact of greenhouse gases?

Divergent (Idea) Questions

Divergent questions usually have many acceptable answers and often include words like:

· What if…?

· How could…?

· How would…?

Some examples of divergent, or idea, questions are:

· What would your life be like if you lived in another country?

· How could greenhouse gases affect the weather where you live?

· How would research be different if copyright laws did not exist?

Evaluative (Opinion) Questions

Evaluative questions require judgment to decide among various opinions or answers. They often include words like:

· Do you think…?

· Why should…?

· How well…?

Some examples of evaluative, or opinion, questions are:

· Do you think downloading music and graphics from the Internet is always OK?

· Why should educational use of copyrighted materials have different rules than commercial use?

· How well did the text support the author’s point of view?
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What to Do
Complete the following task to show what you have learned about writing effective research questions. While you work through the task, think about whether you are achieving the goal. You may want to review an example of research questions before you begin. 
Task: Write some questions to guide research on your topic.

Goal: Show that you understand how to use different types of questions effectively.

See the example: Microsoft Word* or PDF

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

2. Write some questions to guide research for your expository essay. Make sure you address each of the following considerations:

· Why did you choose the topic?

· What facts do you need to know to understand the topic?

· What kinds of research questions will provide the facts?

· What are some different points of view about the topic?

· What kinds of research questions will help you understand the points of view?

3. Remember to save your document frequently while you work.

4. Check with your teacher to make sure you have written effective research questions. You may want to ask your teacher if you have too few or too many questions.

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 research questions to make sure they are complete.

8. Save your document.

9. Share your research 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 effective questions. 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 of the following is a convergent question?

· How do computers store and play music? [Correct! This question has a correct answer but requires some explanation.]
· Who invented the mp3 file format? [Try again. This is a fact question.]
· Should mp3 files be free to download? [Try again. This is an evaluative question. It does not have a definite correct answer, so you must decide among various opinions or points of view.]
2. Which of the following is a divergent question?

· What would happen if smoking were made illegal? [Correct! This question could have many acceptable answers.]
· What are the health effects of smoking? [Try again. This is a convergent question. It has a correct answer but requires some explanation.]
· What does the Surgeon General say about smoking? [Try again. This is a fact question.]
3. Which of the following is an evaluative question?

· Should students be allowed to bring cell phones to school? [Correct! This question does not have a definite correct answer, so you must decide among various opinions or points of view.]
· Why have some cities banned cell phones in schools? [Try again. This is a convergent question. You could find out what reasons cities have given for banning cell phones in schools.]
· How do students feel about bringing cell phones to school? [Try again. This is a convergent question. This question has a limited number of answers that can be found by asking students how they feel.]
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Thinking about Learning

What have you learned in this module? You explored expository writing skills. You explored how to use the Internet safely. You selected a good topic for an expository essay. You wrote some effective research questions.

You have learned:

· How expository style can help you write an interesting and informative essay

· How to protect yourself, your family, and your school when you use the Internet

· How to recognize different types of expository writing with different purposes

· How expository writing can help you learn about almost any topic in any subject

· How various types of questions can keep you focused while you research a topic
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Checklist for Expository Writing
A checklist helps you keep track of your work throughout the activity. Have you completed all the tasks in this activity? Use the checklist to make sure you are ready to begin researching the topic of your expository essay. 

Activity 1: Expository Style

Task: Expository Analysis

· Read an expository essay

· 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 expository writing

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

· Check the spelling and grammar of your analysis 

· Save your document

Activity 2: Internet Safety

Task: Strategies for Internet Safety

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

· Use the expository style of writing to write three paragraphs explaining three strategies for Internet safety, and make sure each paragraph:

· Organizes the information around a main point, or one strategy 

· Relates all information to the main point

· Check the spelling and grammar of your document

· Save your document

Activity 3: Expository Types

Task: Expository Interpretation

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

· Find an example of expository writing in a subject that interests you

· Write two or three paragraphs explaining how the example uses the expository style of writing, and make sure to include:

· The types of expository writing used

· Specific instances of effective expository writing, including: 

· A specific topic

· A first paragraph that clearly states the topic and purpose

· Paragraphs organized around a main point

· Information in paragraphs that relate to the main point

· Paragraphs arranged in a logical order

· A last paragraph that is a summary

· An explanation of what you learned about the topic

· Check the spelling and grammar of your interpretation 

· Save your document

Activity 4: Topic Choice

Task: Expository Topic Selection

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

· Choose a topic for an expository essay

· Check that the topic you chose is:

· Interesting to you

· Informative to others

· Something you can explain

· Appropriate for the assignment

· Specific

· Researchable

· Make sure your topic can be explained using one or more of the expository styles, and check the styles you plan to use:

· Cause and effect

· Classify and divide

· Compare and contrast

· Definition

· Process

· Write a few paragraphs describing the topic and explaining:

· Why you chose the topic

· What you want to explain

· Whom you want to inform

· What type of expository writing you can use to explain the topic

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

· What you need to know about the topic to write an expository essay

· Check the spelling and grammar of your document

· Save your document

Activity 5: Research Questions

Task: Questions

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

· Write a few questions to guide your research for your expository essay

· Include different types of questions, including:

· Factual: To help you understand the topic

· Convergent: To delve deeper into the topic

· Divergent: To understand different aspects of the topic

· Evaluative: To understand different points of view on the topic

· Be sure that your questions address the following:

· Why you chose the topic

· What facts you need to know to understand the topic

· What type of research questions will provide the facts

· What different points of view are held on the topic

· What type of research questions will help you understand the different points of view

· Check the spelling and grammar of your questions

· Save your document
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Rubric for Expository Writing
The main purpose of a rubric is to help you do your best work. What column best describes your research questions and expository topic? Is all of your work best described by column 4? If not, what can you improve? 

	
	4
	3
	2
	1

	Research Questions
	Questions are relevant and engaging, and provoke thought on all important aspects of the topic.

Questions provoke thought on all information needed for the chosen type of expository writing.
	Questions are relevant, engaging, and address all important aspects of the topic.

Questions provide all information needed for the chosen type of expository writing.
	Questions are relevant but do not address some important aspects of the topic.

Questions provide some appropriate information for the chosen type of expository writing.
	Many questions are not relevant to the topic.

Many questions would be more appropriate for another type of expository writing.



	Topic Choice
	The topic is focused and interesting to most readers.

The chosen type of expository writing is the best way to approach the topic.


	The topic is focused and interesting to some readers.

The chosen type of expository writing is a good way to approach the topic.


	The topic is focused but may not be interesting to readers.

The chosen type of expository writing is one way to approach the topic, but it is not the best way.
	The topic is too broad to be covered adequately.

The chosen type of expository writing is not a good way to approach the topic.

	Writing Mechanics
	All words are spelled and capitalized correctly.

All sentences are punctuated correctly.
	Almost all words are spelled or 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 Expository 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 expository writing

· Why you chose your expository topic

· What you learned about research questions

· How you wrote your most effective research 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 research questions for your expository essay? You need to locate a variety of credible sources of accurate and reliable information. You can gather information to answer your research questions by taking notes. Then, you can organize the information in your notes and plan your expository essay. Effective research strategies help you to be successful in school, work, and life. Learn the skills you need to locate and use the information you need to answer your research questions and write your expository essay.

In this module:

· Learn how to use a variety of credible sources for your research

· Learn how to quote, paraphrase, and summarize your sources

· Discover how the basic components of e-mail work and learn how to use them

· Use a graphic organizer to show what you learned about your topic

· Create an outline of your essay based on your graphic organizer

Activity 1: Research Strategies >

Do you know how to find accurate and reliable information to answer your research questions? One strategy is to use a variety of sources, such as books, encyclopedias, databases, and the Internet. Learn how to use a variety of credible sources for your research.

Activity 2: Information Gathering >

How can you keep track of all the information you find while researching your topic? One effective way to gather information is to take notes. Note-taking is an important skill you can use for many purposes in school, work, and life. Learn how to quote, paraphrase, and summarize your sources.

Activity 3: Electronic Mail >

Have you ever sent or received e-mail? If you have an e-mail address, you can exchange written messages with millions of people in the world who also have e-mail addresses. Discover how the basic components of e-mail work and learn how to use them.

Activity 4: Graphic Organizer >

How can you use your notes to answer your research questions? First, you need to organize the information you gathered. One effective strategy is to organize your information graphically. Use a graphic organizer to show what you learned about your topic.

Activity 5: Essay Outline >

How can you use your graphic organizer to write an essay? Most successful writers plan their essays before they begin writing. You can plan your exposition by outlining the structure of your explanation. Create an outline of your essay based on your graphic organizer.

Look Back >

Reflect on what you learned in this module. Are you ready to write your expository essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your outline and graphic organizer. Talk about what you learned and how you did your work.
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Checklist for Research 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: Research Strategies

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 expository essay according to an agreed-on format

· Be sure that your sources are credible, and make sure sources:

· 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

Activity 2: Information Gathering

Task: Notes

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

· Take notes from your sources and use a variety of note-taking formats, such as:

· Quotes
· Paraphrases
· Summaries
· Facts and Data

· Original Ideas

· In your notes, be sure to: 

· Record the sources
· Use quotation marks for authors’ exact words, even in paraphrases and summaries
· Paraphrase and summarize thoroughly at the time of note-taking

· Save your documents

Activity 3: Electronic Mail

Task: E-mail Sources

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

· Find one or two e-mail sources on your expository essay topic

· Write a short paragraph explaining why you chose the source(s)

· Save your document

Activity 4: Graphic Organizer

Task: Graphic Organizer 

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

· Choose a graphic organizer that is appropriate for your information and your purpose 

· Create a graphic organizer that:

· Suits the purpose of your expository essay, and check below:

· Cause and Effect

· Classify and Divide

· Compare and Contrast

· Definition

· Process

· Shows what you learned about a topic

· Organizes information clearly

· Save your document

Activity 5: Essay Outline

Task: Essay Outline
· Open a new word processing document and type your name, date, and a title 

· Create an outline using your graphic organizer to plan your essay

· Your outline should follow an outline format with:

· Title

· Introduction

· At least three main points in a logical order

· Supporting points for the main points in a logical order

· Conclusion

· Make sure that labels are short, descriptive, and written in a consistent manner

· Check that you have not repeated ideas

· Save your document
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Rubric for Research 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

	Research Strategies 
	Specific and relevant keywords are used to narrow search results and improve the quality of hits.

A variety of credible sources of accurate and reliable information are located.
	General and relevant keywords are used to narrow search results and improve the quality of hits.

At least two types of sources are located without assistance, and all sources are appropriate and credible.
	Vague and relevant keywords are used to narrow search results and improve the quality of hits. 

At least two types of sources are located without assistance, but some sources may not be appropriate or credible.
	Keywords are not identified or not used. 

Assistance is needed to locate at least two types of sources. 

	Information Gathering
	Notes use summaries, paraphrases, and direct quotes.

Notes provide detailed information of main and supporting points related to research questions.
	Notes use summaries or paraphrases, and direct quotes.

Notes provide general information of main and supporting points related to research questions.
	Notes use summaries or paraphrases of some main points and supporting points related to research questions.


	Notes do not relate to research questions or do not summarize or paraphrase main points and supporting points.

	Outline
	Outline clearly shows the relationships between main points and supporting points. 
	Outline consistently distinguishes main points and supporting points, and shows relative importance of relationships.
	Outline distinguishes most main points and supporting points related to research questions, but does not show relative importance of relationships.
	Outline does not relate to research questions or does not distinguish main points and supporting points.

	Graphic Organizer
	The organizer is well-suited for the purpose. 

The organizer shows important concepts that clearly and logically explain all important aspects of the topic.
	The organizer is suited for the purpose. 

The organizer shows information to develop important concepts, but these concepts may not adequately explain the topic.
	The organizer is not the best choice for this purpose.

The organizer shows information to develop concepts, but these concepts may be unimportant or poorly developed.
	The organizer does not have a clear purpose or uses inaccurate or irrelevant information.

	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: Locate some credible sources on your topic.

Goal: Find accurate and reliable information to help you answer your research questions.

You may want to review an example of a source list before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

You must understand your topic before you can explain it to your audience. That means you must find information to answer your research questions. But you do not want just any information! What if you find inaccurate or misleading information? You may get wrong answers to your research questions. You only want to use accurate and reliable information from credible sources.

Do you know how to locate credible sources and find accurate and reliable information? One strategy is to use a variety of sources, such as books, encyclopedias, databases, and the Internet. Information from well-respected publishers is usually reliable, whether the information is printed or online, but even the best publishers sometimes make mistakes.

Using keywords to search for information may be the most important research skill that you should master. You can use keyword searches to find information in library catalogs, databases, and Web sites. You can use some research strategies to get the best and most efficient results from your keyword searches.

The Web is a rich source of information on almost any topic, but 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 identify the credible sites? 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 research strategies. You can get a more complete definition of each term from Fact Monster*.

New Words

Accurate: Careful to provide true information.

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

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

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

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.

Reliable: Capable of producing accurate results every time.

Research: Study a topic carefully using credible sources.

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.

Source: Anything or anyone providing information about a topic.

Review Words

Convergent: Moving toward one direction or having a limited number of answers.

Divergent: Moving in many directions or having many answers.

Evaluative: Requiring judgment to decide among various opinions or answers.

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 are probably familiar with some common information sources. Your school library may have an electronic catalog or subscribe to an information database. You have probably used some common search programs on the Web. Some fundamental research strategies can help you quickly find accurate and reliable information from any of these sources.

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

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

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

· What specific criteria are most important when you evaluate a source?

Web Sites

Locating Sources

· Look for Sources of Information* from Fact Monster* 

· Information Seeking Strategies* from the Big6*

· Location and Access* from the Big6*

· Creating Keywords* from the Big6*

· Using Search Engines* from Fact Monster*

· Worlds of Web Searching* from KidsClick!*

Evaluating Sources

· Evaluating Web Information* from FactMonster*

· Web Site Evaluation Form* from ReadWriteThink* 

· 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 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.

Strategies for Locating and Evaluating Information

The single most important strategy for successful research is to use a variety of sources, such as books, encyclopedias, databases, and the Internet. You can use keyword searches to find information in library catalogs, databases, and Web sites. Some fundamental research strategies can help you get the best and most efficient results from your keyword searches. Furthermore, you must know how to evaluate the information you find, especially on Web sites.

Locating Resources

The key to getting the best results from any search program is the keyword. A good keyword is specific. It relates to your topic, and it does not relate to very many other topics. After you have good keywords, you can use some strategies to get better hit results. Remember that every search program is a little different. What works on one may not work on another. Even so, some strategies work on most search programs.

How to Get Fewer Hits

· Use more keywords. Most search programs 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 programs 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 programs 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 programs may 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 sources that have any of your keywords (even if they do not have all of your keywords), you can put OR between your keywords. 

Evaluating Sources

When you find a source, be sure to evaluate the information to make sure it is accurate and reliable. Evaluation involves judging a source against specific criteria. You can find many different lists of criteria, but they all have three characteristics in common. They all include criteria to make sure you have found a credible source of accurate and reliable information.

Ask questions 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 created 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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Use the Intel® Education Help Guide to learn technology skills.
Web Technologies
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What to Do

Complete the following task to show what you have learned about finding accurate and reliable information from credible sources. While you work through the task, think about whether you are achieving the goal. You may want to review an example source list before you begin. 

Task: Locate some credible sources on your topic.

Goal: Find accurate and reliable information to help you answer your research questions.

See the example: Microsoft Word* or PDF

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

2. Locate some credible sources on your topic. Try to locate a variety of sources, such as books, encyclopedias, databases, and Web sites. Check with your teacher or a librarian if you are not sure where to locate a source. The following resources can help you find credible Web sites with information on your topic:

Online Encyclopedias

· Fact Monster*

· Answers*

· Encarta*

· HighBeam Encyclopedia*

Search Tools for Kids

· Ask for Kids*

· KidsClick!*

· Yahooligans!*

Search Tools for Everyone

· Ask*

· Google*

· Yahoo*

3. Cite the sources you locate in the document. Your teacher may want you to use a specific format. These Web sites can help:

· Landmarks Citation Machine* from the Landmark Project*

· NoodleBib Express* from NoodleTools*

4. Remember to save your document frequently while you work.

5. Check with your teacher to make sure you have located enough credible sources.

6. Check your sources to make sure your citations are in the proper format and include all the required information.

7. Review the checklist and revise your sources to make sure they are complete.

8. Save your document.

9. Share your sources.
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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 is a good way to get fewer hits from your searches?

· Use NOT or a minus sign (-). [Correct! Using NOT or a minus sign (-) results in fewer hits.] 

· Use OR between keywords. [Try again. Using OR between keywords results in getting more hits.]
· Use fewer keywords. [Try again. fewer keywords results in getting more hits.]
2. Which of the following adds to a Web site’s credibility?

· The site explains the history and purpose of the organization. [Correct! A credible Web site provides honest and clear information about its parent organization.]
· The site uses a lot of exaggeration, like best and greatest. [Try again. Using exaggerated language may indicate a strong point of view.] 

· The site provides citations and links to other credible sources and Web sites. [Try again. Providing citations and links to other sources and credible Web sites is a good sign, but this trait supports the accuracy of a site more than its credibility.]
3. Which of the following is evidence of reliability?

· A source provides résumés or biographical sketches of its authors. [Try again. Providing résumés is a good sign, but this trait supports credibility more than reliability.] 

· A source provides mailing or e-mail addresses for authors. [Correct! Sources that provide contact information for feedback tend to be more accurate.]
· A source has some links that return error messages. [Try again. Broken links and error messages are evidence that a source may not be reliable.]
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Task: Gather information to help you answer your research questions.

Goal: Show that you can gather information effectively by taking good notes.

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

You selected some credible sources on your topic. Now what? Are you ready to begin writing your essay? First, you need to gather reliable and accurate information from your sources. You want to make sure you answer all of your research questions correctly.

How can you keep track of all the information and ideas you find while researching your topic? One effective way to gather information is to take notes. Note-taking is an important skill you can use for many purposes in school, work, and life. Whenever you gather information that you will use later, take notes!
You have probably taken notes while listening in class, studying for an exam, or researching a topic. You can take notes in many ways, but some fundamental skills can help you take more effective notes in any situation.

Are your notes as effective as they could be? Skilled note-takers know when to quote, paraphrase, or summarize an idea. They cite their sources carefully to make sure they do not commit plagiarism. They make sure their notes are easy to organize and use later. Learn the skills you need to become an expert note-taker.
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Words to Remember
This page gives basic definitions for some important terms that can help you learn about gathering information. You can get a more complete definition of each term from Fact Monster*.

New Words

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.

Quote: Use another person’s exact words.

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

Review Words

Accurate: Careful to provide true information.

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

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

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

Data: Information collected by observation or measurement.

Database: A collection of information organized and stored on a computer so it can be quickly and easily searched and sorted.
Fact: Information widely believed to be true and supported by objective data.

Hit: A successful match between keywords and Web sites returned by a search engine or directory.

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
Keyword: A word that is related to a topic in an important way and helps you find more information about the topic.

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

Many Web sites on the Internet provide information that can help you learn how to take better notes. Explore some Web sites about note-taking and learn how to gather information more effectively. Remember that taking better notes means getting better answers to your research 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 gathering information, keep those in mind too.

Guiding Questions

· What are some ways to take notes?

· What are some strategies to help you take more effective notes?

· How can you make sure you do not commit plagiarism?

Web Sites

· Read Your Sources and Take Notes* from FactMonster*

· What Is Plagiarism?* from FactMonster
· Recording and Organizing Information* from FactMonster*

· Use of Information* from the Big6*

· Ideas About Note Taking and Citing Sources* from the Big6*

· Best Note-Taking Strategies* from Scholastic*
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Read about some tips to help you take effective notes.
Read more >
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 gathering information. 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.

Gathering Information for Research

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 sources, usually in alphabetical order by the authors’ last names. Be sure to add sources to your bibliography as you take notes.

Five basic types of notes are:

· Quote. The simplest way to take notes is to copy an author’s exact words. You should quote a source only when the exact words themselves are important. You may decide to quote a source because the author has special expertise or authority. You may also use a quotation when an idea is very difficult to paraphrase or summarize adequately.

· Paraphrase. Putting another author’s ideas into your own words is often the best way to take notes. Paraphrasing an idea adequately requires some thought and caution. Changing a few words or rearranging words or sentences is not enough. An adequate paraphrase expresses someone else’s idea in the words you would have used if you had thought of the idea yourself. Paraphrasing an idea is an effective way to help you learn and remember the information you gather.

· Summary. Explaining the main points and important details of another author’s ideas is usually the most efficient way to take notes. Writing an adequate summary often requires more thought and time than paraphrasing an idea. You might think of summarizing as paraphrasing a paraphrase. First, you put the author’s ideas in your own words. Then, you explain in your own words what the ideas mean to you and why they are important. In the long run, summarizing is usually more efficient than paraphrasing because it captures more information in fewer words. Furthermore, summarizing a source is probably the most effective way to help you learn and remember the information you gather.

· Facts and Data. Sometimes you simply want to record facts or data from a source. For example, you might note that, “The capital of Argentina is Buenos Aires.” You usually do not need to be concerned about paraphrasing or summarizing simple facts. You may also want to copy statistics, charts, or graphics from a source. You can often explain the meaning and importance of data in your own words, but sometimes the numbers or images are much more efficient. In these cases, you can effectively “quote” the data by copying the numbers or images and citing the source.

· Original Ideas. While you are gathering information from sources, you may have ideas of your own. When you have an original idea, you should record it immediately. However, you should always make sure that the idea really is original. It may actually be a paraphrase or summary of a source. If the idea is original, record it so that it is clearly separate from your notes on any source.

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. If you do not adequately paraphrase or summarize a source, you may plagiarize the author even if you cite the source.
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Note-Taking Guidelines

You can take notes in many ways. Some people take notes by hand on index cards or sticky notes. Others record notes in a journal or notebook. Index cards and sticky notes have the advantage of being easier to organize before you begin writing your essay.

You can use a word processing application to take notes. Specialized computer programs also help with taking notes. Electronic notes have the advantage of being easy to organize before you begin writing. They have the added advantage of being quick and easy to search.

You should find a method of note-taking that works for you. However you take your notes, some guidelines will help make sure your notes are effective:

· Always record the source for each note, including page number or Web address, when you take a note. Do not assume that you will be able to remember or find the source later.

· Always use quotation marks when you copy another author’s exact words. You may accidentally plagiarize the source if you forget to include quotation marks.

· Always take time to make sure you have adequately paraphrased or summarized a source. Do not be tempted to wait until later to revise a paraphrase or summary. You may accidentally plagiarize the source when you write your essay.

· You may quote short phrases or sentences as part of a paraphrase or summary. This can be useful when finding other words for a specific thought or piece of information is difficult. Make sure you use quotation marks around the phrases or sentences you copy.

· If you use a word processing application, you can find or create a form for taking notes. A form can help you remember to include a full citation for each source. It can also help you take better notes. For example, you can copy and paste information from the source into one part of the form and paraphrases its ideas in a separate section. You could summarize the source in another section of the form.
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What to Do
Complete the following task to show what you have learned about gathering information. While you work through the task, think about whether you are achieving the goal. You may want to review an example of notes before you begin. 
Task: Gather information to help you answer your research questions.

Goal: Show that you can gather information effectively by taking good notes.

See the example: Microsoft Word* or PDF

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

2. Take notes on the sources you located in the last activity. You may want to start a new document for each source. You may also want to find or create a form to take notes on each source.

3. Remember to save your document frequently while you work.

4. Check with your teacher to make sure you have enough accurate and reliable information to answer your research questions.

5. Review the checklist and revise your notes to make sure they are complete.

6. Save your document.

7. Share your notes.
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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 gathering information. Your answers are not recorded, and the quiz is not scored. 

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

1. When you paraphrase another author’s idea, you _____.

· Copy the author’s exact words [Try again. You copy the author’s exact words when you quote a source.]
· Express the idea in your own words [Correct! A paraphrase expresses another author’s idea in the words you would have used if you had thought of the idea yourself.]
· Explain why the idea is important [Try again. You explain why an author’s idea is important when you summarize a source.]
2. Which statement describes plagiarism?

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

3. Why should you always make sure to adequately paraphrase a source as you take notes?

· To ensure that you do not accidentally plagiarize the source [Correct! You may forget that you did not completely paraphrase a source when you begin writing.]
· To make your notes easier to organize and use later [Try again. Effective notes are easier to organize and use, but another answer is better.]
· To make it easier to cite the source when you begin writing [Try again. You should always cite the source of a note, regardless of whether you quote, paraphrase, summarize, or record facts or data.]
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Task: Find e-mail sources on the topic of your expository essay.

Goal: Show that you can use e-mail to gather information during the research process.

You may want to review an example of e-mail sources before you begin. 
See the example:
Microsoft Word* | PDF
Key Concept

Have you ever sent or received e-mail? If you have an e-mail address, you can exchange written messages with millions of people in the world who also have e-mail addresses. You can send or receive e-mail anytime and anywhere that you can connect to the Internet.

E-mail is one of the most powerful technologies ever invented. It has been one of the most popular online activities since the very beginning of the Internet. Before e-mail was invented, sending a written message to someone took days. E-mail can deliver a written message almost instantly and the recipient can read and reply to the message whenever it is convenient. 

E-mail allows people in different schools, cities, and countries to communicate as easily as if they are in the same building. Work that used to take days to complete, now can be completed in a matter of minutes.

E-mail has four basic components—address, message, mail client, and mail server. You have to understand each of these four components to understand how e-mail works. The more you know about how e-mail 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 e-mail. You can get a more complete definition of each term from Fact Monster*.

New Words

Application: A computer program designed for a specific purpose.

Attachment: A computer file sent or received with an e-mail message.

Body: The main content of a written work, not including parts with specific purposes.

Client: A computer or application that gets information from another computer or application through a network.

E-mail: Electronic messages sent through a computer network; can be sent with other files attached.

Header: Contains e-mail addresses of the sender and recipients and the subject of a message.

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

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

E-mail is one of the most powerful technologies ever invented. The more you know about how e-mail works, the more you can do with it. Explore some Web sites about e-mail and learn how you can communicate with millions of people around the world.

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 e-mail, keep those in mind too.

Guiding Questions

· How does e-mail work?

· What do you need to know in order to send and receive e-mail?

· How does e-mail change the way we communicate with others?

Web Sites

· The Animated Internet: How E-mail Works* from Learn the Net.com*

· How E-mail Works* from How Stuff Works*

· E-mail* from For Kids by Kids Online*

· E-mail* from actDEN* 

· Harness Email* from Learn the Net.com*
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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 e-mail. 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.

Understanding the Basic Components of E-mail

E-mail is an abbreviation of electronic mail. E-mail has been one of the most popular online activities since the very beginning of the Internet. Before e-mail was invented, sending a written message to someone took days. E-mail can deliver a written message almost instantly. 

E-mail has four basic components:

· Address. Every person who sends or receives e-mail must have a unique address. An example of an e-mail address is:

john.doe@intel.com

The address has three parts. The first part, the username, identifies a person. The second part is a symbol, @ (pronounced at), which indicates the text is an e-mail address. The third part, intel.com, tells the web browser what domain contains the document. Many different kinds of domains exist, depending on the owner’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.

· Message. An e-mail message has two main parts—a header and a body. The header contains the addresses of the sender and recipient(s) and the subject of the message. The header can also show the date and time when the message was sent or received. In an e-mail message, the body is the contents of the message.

· Mail Client. A computer or application that gets information from another computer or application through a network is called a client. A mail client is an application used to send and receive e-mail. If you have an e-mail address, you can send a message to millions of other people who have e-mail addresses worldwide. You use an e-mail client to enter a valid e-mail address, subject, and body in a message.

· Mail Server. When you send e-mail, your mail client routes it to a mail server. Servers are computers that are shared by many users. Because servers have many users, they are powerful computers. If you have an e-mail address at your school, the school’s local network connects you to a mail server. Four basic steps are involved in sending and receiving e-mail:
1. When you send e-mail, your mail client routes the e-mail to your mail server.

2. Your mail server uses the address to route the e-mail to the recipient’s mail server, where e-mail is stored.

3. The recipient logs on to the Internet and starts a mail client, which gets the e-mail from the recipient’s mail server.

4. The recipient reads the e-mail and may reply, delete, or save it.
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What to Do
Complete the following task to show what you have learned about e-mail. While you work through the task, think about whether you are achieving the goal. You may want to review an example of e-mail sources before you begin. 
Task: Find e-mail sources relevant to the topic of your expository essay.
Goal: Show that you can use e-mail to gather information during the research process.
See the example: Microsoft Word* or PDF

1. You can use e-mail to gather information in two important ways. First, you can follow your topic by subscribing to e-mail alerts and newsletters. Second, you can e-mail specific questions to experts on the topic. You may want to use one of the following Web sites to help you find an e-mail source:


E-mail Alerts and Newsletters
· E-mail Alerts* from Google*
· E-mail Alerts* from CNN*

· E-mail Center* from The Wall Street Journal*

· Science Newsletters and Alerts* from Scientific American*
E-mail Questions and Answers

· Ask Dr. Math* from Math Forum*

· Science Q & A* from The New York Times Learning Network* 

· Ask a Question* from Kidspace @ the Internet Public Library*
· Ask an Expert from Pitsco*
· AllExperts* from About*
2. Find one or two e-mail sources on the topic of your expository essay. Check with your teacher to make sure you choose appropriate e-mail sources.

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

4. Think of a title that describes your topic. Type a title for the document, such as E-mail Sources for __________ .
5. Cite each of your e-mail sources and write a short paragraph explaining why you chose the source.

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

7. Check the spelling and grammar in your paragraphs. 

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

9. Review the checklist and revise your e-mail sources to make sure they are complete. 

10. Share your e-mail sources.
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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 e-mail. 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 could be a valid e-mail address?

· http://www.whitehouse.gov [Try again. The “http://www” indicates that this is a Web address, not an e-mail address.] 

· president://whitehouse.com [Try again. This cannot be a valid e-mail address because it does not include the @ symbol.]
· president@whitehouse.gov [Correct! This well-formed e-mail address includes a username, the @ symbol, and a valid domain.]
2. The _____ is the part of an e-mail message that contains the address of the sender and recipient.

· Body [Try again. The body is the part that contains the contents of the message.]
· Footer [Try again. A footer is not part of an e-mail message.]
· Header [Correct! The header contains the address of the recipient.]
3. What is a mail server?

· A computer that routes and stores e-mail [Correct! A mail server is a computer that routes and stores e-mail.]
· An application that sends and receives e-mail [Try again. An application that sends and receives e-mail is a mail client.]
· A computer that is shared by many users on a network [Try again. A mail server is shared by many users on a network, but another answer is better.]
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Task: Organize the information you gathered on your topic. 

Goal: Show that you can use a graphic organizer to represent knowledge.

You may want to review an example of a graphic organizer before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Are you ready to answer the questions you wrote to guide research on your topic? You located credible sources and gathered accurate and reliable information. You took notes on the information that could help you answer your research questions.

How can you use your notes to answer your research questions? First, you need to organize the information you gathered. One effective strategy is to organize your information graphically. You can use a graphic organizer, which is a visual representation of knowledge.

A graphic organizer helps you arrange many different pieces of information into a few logical ideas or concepts. An effective graphic organizer shows how ideas or concepts are supported by accurate and reliable information.

If you have taken effective notes, you already paraphrased and summarized the important ideas you need to answer your research questions. Now, you can use a graphic organizer to put your ideas together and show what you learned about your topic.
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Words to Remember

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

New Words

Concept (or Idea): A thought that combines specific information into a general statement.

Conclusion: A judgment, decision, or solution reached for specific reasons.

Graphics: Using pictures and other visual elements to communicate information.

Organize: Combine separate pieces of information into a logical whole.

Review Words

Data: Information collected by observation or measurement.

Fact: Information widely believed to be true and supported by objective data.

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
Logical: Capable of thinking in a clear and consistent way to draw correct conclusions.

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.

Quote: Use another person’s exact words.

Source: Anything or anyone providing information about a topic.

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

Graphic organizers come in a variety of types to meet a variety of purposes. Which graphic organizer should you use? The answer depends on the kind of information you have and the type of expository writing you plan to use. Explore some Web sites about graphic organizers. Learn which types of graphic organizers you should use for various 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 graphic organizers, keep those in mind too.

Guiding Questions

· What are the strengths and weaknesses of various types of graphic organizers?

· Which graphic organizers are most appropriate for the information you collected?

· How is the type of information collected related to the type of expository writing you plan to use?

Web Sites

· Graphic Organizers* from SCORE*

· Compare and Contrast*

· Clustering*

· Cycle*

· Fishbone*

· Interaction Outline*

· Problem/Solution*

· Spider Map*

· Venn Diagram*

· Graphic Organizers* from Education Oasis*

· Cause and Effect*

· Compare and Contrast*

· Sequence, Cycle, Time Line, and Chain of Events*

· Tools for Reading, Writing, and Thinking* from Greece Central School District* 

· Samples* from www.GraphicOrganizers.com*
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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 organizers. 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 to Graphically Organize Information

Graphic organizers are ideal tools for arranging many pieces of information into a few logical concepts or ideas. A graphic organizer is a visual representation of knowledge. Different types of graphic organizers are used for different purposes. All graphic organizers show relationships among information, ideas, and concepts.

You must choose the type of graphic organizer to best help you accomplish your goals. Some common reasons for using a graphic organizer are:

· Cause and Effect. The fishbone is a popular graphic organizer for showing cause-and- effect relationships. The fishbone shows how different causes contribute to a particular effect. It can also show details about each cause. An interaction outline shows cause-and-effect relationships between two people or groups.

· Classify and Divide. A clustering diagram, also called a concept map or web, is an effective way to sort many pieces of information and group them into categories.

· Compare and Contrast. A simple compare-and-contrast organizer shows the characteristics of two items on a list of attributes. A Venn diagram is also a popular graphic organizer for comparing and contrasting two or more concepts or ideas. A Venn diagram shows what two or more concepts or ideas have in common. It also shows what they do not have in common.

· Definition. The spider map is an effective way to organize definitions. The topic to be defined is the “body” of the spider. The main characteristics and support details of the topic make up the “legs” of the spider. 
· Process. Some graphic organizers represent special processes. For example, a problem-solution organizer shows possible solutions to a problem. It can also show the results of alternative solutions. A cycle organizer represents a process that runs in a continuous circle.
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What to Do

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

Task: Organize the information you gathered on your topic. 

Goal: Show that you can use a graphic organizer to represent knowledge.

See the example: Microsoft Word* or PDF

1. Start a new word processing document. Always remember to type your name, the date, and a title at the top of the document. You may use a drawing or diagramming application if you have access to one.

2. Save the document with a filename that indicates it contains your graphic organizer.

3. Determine which type of graphic organizer is best for the information you gathered and the type of expository writing you plan to use. Check with your teacher to make sure you select an appropriate organizer.

4. Create a graphic organizer to represent what you learned on your topic. You may want to use a table or the drawing features of your word processing application.

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

6. Review the checklist and revise your graphic organizer to make sure it is complete. 

7. Share your graphic organizer.
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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 organizers. 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 type of graphic organizer is best for showing cause-and-effect relationships?

· Clustering [Try again. A clustering organizer separates items into categories.]
· Fishbone [Correct! A fishbone shows the causes of an effect.]
· Spider Map [Try again. A spider map is best for defining a central topic.]
2. What type of graphic organizer is best for comparing and contrasting?

· Clustering [Try again. A clustering organizer separates items into categories.]
· Spider Map [Try again. A spider map is best for defining a central topic.]
· Venn Diagram [Correct! A Venn diagram shows what two or more concepts or ideas have and do not have in common.]
3. What do all graphic organizers have in common?

· They compare and contrast. [Try again. Comparing and contrasting is one purpose of a type of graphic organizer, but other organizers have different purposes.]
· They show relationships. [Correct! Graphic organizers can show many kinds of relationships.]
· They show similarities. [Try again. Showing similarities is one purpose of a type of graphic organizer, but other organizers have different purposes.]
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Task: Create an outline of your expository essay.

Goal: Show that you can craft an effective structure for an interesting and informative essay.

You may want to review an example of an expository essay outline before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Are you ready to write an interesting and informative essay? You located credible sources and gathered accurate and reliable information. You took notes to help you answer your research questions. You created a graphic organizer to show what you learned about your topic.

How can you use your graphic organizer to write an expository essay? Most successful writers plan the essays they want to write before they begin writing. One effective planning strategy is to outline your essay based on your graphic organizer.

An outline is a general overview of the structure of your essay. Writers create outlines to help them decide what concepts to develop and how to lead readers to a logical conclusion. An outline helps you make sure that your expository essay will be interesting and informative. 
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Words to Remember

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

New Words

Outline: A general overview or summary of the basic structure of information.

Structure: An arrangement of specific parts in ordered relationships to form a whole.

Review Words

Concept (or Idea): A thought that combines specific information into a general statement.

Conclusion: A judgment, decision, or solution reached for specific reasons.

Data: Information collected by observation or measurement.

Fact: Information widely believed to be true and supported by objective data.

Graphics: Using pictures and other visual elements to communicate information.

Information: Anything that can be used to create knowledge. For example, words, numbers, images, audio, and video can all contain information.
Logical: Capable of thinking in a clear and consistent way to draw correct conclusions.

Organize: Combine separate pieces of information into a logical whole.

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.

Quote: Use another person’s exact words.

Source: Anything or anyone providing information about a topic.

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

Explore some Web sites about planning an essay by creating an outline. Learn how to craft an effective structure to help you write an interesting and informative 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 outlining an expository essay, keep those in mind too.

Guiding Questions

· How can you distinguish main points from supporting points?

· What key points are most important?

· How can you use a word processing application to create an outline?

Web Sites

· Organize Your Ideas* from Fact Monster*

· Outline* from Essay Info*

· Why and How to Create a Useful Outline* from the Online Writing Lab*

· Sample Outline* from the Online Writing Lab*

 < Back to Vocabulary | Next to Information >

	Type of Page 
	Level 4 Content Page

	Supertitle
	Research Process | Essay Outline

	Headline Title
	Information


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

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 outlining an expository 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.

How to Outline an Expository Essay

An outline is used to plan the structure of an essay before you write. The structure of an expository essay consists of two basic elements—the main points you need to explain your topic; and the supporting points that explain the main points.

You can use a graphic organizer to help you create an outline. Main points are usually the most important concepts you identified in the graphic organizer. Supporting points are smaller concepts or facts and data you used to develop the bigger concepts.

You can use the following steps to create an outline:

1. Identify main points to explain your topic

2. Determine the most logical order of main points

3. Give each main point a short, descriptive label

4. Identify the supporting points to explain each main point

5. Determine the most logical order of supporting points for each main point

6. Give each supporting point a short, descriptive label

You should usually avoid repetition of main or supporting points in the outline. If the outline repeats ideas, the essay will be repetitive, and readers may lose interest. Remember that the purpose of an outline is to help make your essay as organized and informative as possible. 

An effective outline is easy to read because it uses few words to convey a lot of information. When you create an outline, the labels for your main and supporting points should be short and descriptive. Short and descriptive labels make your outline easy to read. In addition, you should try to use a similar structure for all of your labels. For example, you might label all your main points with headlines between three and five words long and label all supporting points with complete sentences that are less than one line long.

Formatting an Outline

Outlines follow a specific format. The main and supporting points are divided by a system of numbers and letters, followed by a period. The top level of the outline uses Roman numerals I, II, III… The second level uses capital letters A, B, C…

The number of main points you have depends on your topic and the type of expository writing you plan to use. However, all expository essays should begin with an introduction and end with a conclusion. The introduction should briefly state your topic and the main points you will present to explain your topic.

Here is a sample outline format for an expository essay:

I. Title

II. Introduction

A. Main Point #1

B. Main Point #2

C. Main Point #3

III. Main Point #1

A. Supporting Point #1

B. Supporting Point #2

IV. Main Point #2

A. Supporting Point #1

B. Supporting Point #2

V. Main Point #3

A. Supporting Point #1

B. Supporting Point #2

VI. Conclusion
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What to Do

Complete the following task to show what you have learned about outlining an expository essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an expository essay outline before you begin. 
Task: Create an outline of your expository essay.

Goal: Show that you can craft an effective structure for an interesting and informative essay.

See the example: Microsoft Word* or PDF

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

2. Use the graphic organizer you created in the last activity to plan your expository essay.

3. Use the outlining features of your word processing application to outline your essay.

4. Remember to save your document frequently while you work.

5. Check with your teacher to make sure your outline is effective and correctly formatted.

6. Review the checklist and revise your outline to make sure it is complete.

7. Save your document.

8. Share your outline.
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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 outlining 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 reason to outline an expository essay before writing?

· Identify the main points you need to explain your topic [Try again. Identifying the main points is one of the steps in creating an outline, but it is not the purpose of creating an outline.]
· Make sure the essay will be interesting and informative [Correct! An outline helps plan a well-structured essay that will be organized and informative to readers.]
· Provide a general overview of the essay’s structure [Try again. An outline provides a general overview of the essay’s structure, but that is not the reason creating an outline is important.]
2. How can you use an outline to make sure readers do not lose interest in your essay?

· Avoid repeating any main or supporting points [Correct! Repeating ideas in the outline will lead to writing a repetitive essay that could lose the reader’s interest.]
· Give all main and supporting points short, descriptive labels [Try again. Short and descriptive labels are a good idea, but another answer is better.]
· Include an introduction and conclusion in the outline [Try again. Including an introduction and conclusion is a good idea, but another answer is better.]
3. Which of the following would be the best label for a supporting point in an outline?

· Pluto’s orbit [Try again. This short phrase provides no information about how Pluto’s orbit is related to any main point.]
· Pluto orbits the sun in an oval shape [Correct! This short sentence gives just enough information to relate Pluto’s orbit to a main point.]
· Pluto has an oval-shaped orbit that takes it closer to the Sun than Neptune at certain times, but it is usually further from the Sun than Neptune. [Try again. This lengthy sentence gives more details than are needed in an outline.]
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Thinking about Learning

What have you learned in this module? You explored research strategies for locating credible sources of information. You explored how e-mail works. You quoted, paraphrased, and summarized your sources in your notes. You created a graphic organizer and used it to outline your essay.

You have learned:

· How to locate a variety of credible sources to answer your research questions

· How to take effective notes by quoting, paraphrasing, and summarizing your sources

· How e-mail addresses, messages, clients, and servers work and how to use them

· How to graphically organize your notes and visually represent your research

· How to use a graphic organizer to plan an expository essay by outlining its structure
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Checklist for Research 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 write your expository essay. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Research Strategies

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 expository essay according to an agreed-on format

· Be sure that your sources are credible, and make sure sources:

· 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

Activity 2: Information Gathering

Task: Notes

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

· Take notes from your sources and use a variety of note-taking formats, such as:

· Quotes

· Paraphrases

· Summaries

· Facts and Data

· Original Ideas

· In your notes, be sure to: 

· Record the sources

· Use quotation marks for authors’ exact words, even in paraphrases and summaries

· Paraphrase and summarize thoroughly at the time of note-taking

· Save your documents

Activity 3: Electronic Mail

Task: E-mail Sources

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

· Find one or two e-mail sources on your expository essay topic

· Write a short paragraph explaining why you chose the source(s)

· Save your document

Activity 4: Graphic Organizer

Task: Graphic Organizer 

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

· Choose a graphic organizer that is appropriate for your information and your purpose 

· Create a graphic organizer that:

· Suits the purpose of your expository essay, and check below:

· Cause and Effect

· Classify and Divide

· Compare and Contrast

· Definition

· Process

· Shows what you learned about a topic

· Organizes information clearly

· Save your document

Activity 5: Essay Outline

Task: Essay Outline
· Open a new word processing document and type your name, date, and a title 

· Create an outline using your graphic organizer to plan your essay

· Your outline should follow an outline format with:

· Title

· Introduction

· At least three main points in a logical order

· Supporting points for the main points in a logical order

· Conclusion

· Make sure that labels are short, descriptive, and written in a consistent manner

· Check that you have not repeated ideas

· Save your document
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Rubric for Research Process
The main purpose of a rubric is to help you do your best work. What column best describes your outline and graphic organizer? Is all of your work best described by column 4? If not, what could you improve? 

	
	4
	3
	2
	1

	Research Strategies 
	Specific and relevant keywords are used to narrow search results and improve the quality of hits.

A variety of credible sources of accurate and reliable information are located.
	General and relevant keywords are used to narrow search results and improve the quality of hits.

At least two types of sources are located without assistance, and all sources are appropriate and credible.
	Vague and relevant keywords are used to narrow search results and improve the quality of hits. 

At least two types of sources are located without assistance, but some sources may not be appropriate or credible.
	Keywords are not identified or not used. 

Assistance is needed to locate at least two types of sources. 

	Information Gathering
	Notes use summaries, paraphrases, and direct quotes.

Notes provide detailed information of main and supporting points related to research questions.
	Notes use summaries or paraphrases, and direct quotes.

Notes provide general information of main and supporting points related to research questions.
	Notes use summaries or paraphrases of some main points and supporting points related to research questions.


	Notes do not relate to research questions or do not summarize or paraphrase main points and supporting points.

	Outline
	Outline clearly shows the relationships between main points and supporting points. 
	Outline consistently distinguishes main points and supporting points, and shows relative importance of relationships.
	Outline distinguishes most main points and supporting points related to research questions, but does not show relative importance of relationships.
	Outline does not relate to research questions or does not distinguish main points and supporting points.

	Graphic Organizer
	The organizer is well-suited for the purpose. 

The organizer shows important concepts that clearly and logically explain all important aspects of the topic.
	The organizer is suited for the purpose. 

The organizer shows information to develop important concepts, but these concepts may not adequately explain the topic.
	The organizer is not the best choice for this purpose.

The organizer shows information to develop concepts, but these concepts may be unimportant or poorly developed.
	The organizer does not have a clear purpose or uses inaccurate or irrelevant information.

	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 Research 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:

· How you located different kinds of sources and determined they were credible

· How you quoted, paraphrased, and summarized your sources in your notes

· How you used email to find additional sources on your topic

· What you learned about your topic when you created a graphic organizer

· How you used your graphic organizer to outline an expository essay
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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 an expository essay? An expository essay usually begins with an introductory paragraph that gets readers interested in a topic, includes three (or more) body paragraphs that explain the topic, and ends with a concluding paragraph that summarizes the topic. An interesting and informative essay can make writing seem easy. But most good expositions are the result of a lot of hard work. Many successful expository writers use feedback from peers to make their essays interesting and informative. Learn how to draft, edit, and revise an expository essay and you can explain any topic in any subject in an interesting and informative way.

In this module:

· Write an introductory paragraph that engages readers in your essay

· Write body paragraphs that present your main points in a smooth and logical order

· Write a concluding paragraph that readers will remember

· Use peer review to make your expository essay more interesting and informative

· Edit your essay to find and correct problems with writing mechanics

Activity 1: Introductory Paragraph >

Why are you writing an expository essay? Recall that the purpose of your expository essay is to explain your topic to an audience. Always remember your audience whenever you write. Write an introductory paragraph that gets your readers interested in your essay.

Activity 2: Body Paragraphs >

How can you explain your topic thoroughly? You can use your outline to write well-organized body paragraphs that include all the important information about your topic. Write body paragraphs that present your main points in a smooth and logical order. 

Activity 3: Concluding Paragraph >

How can you make your readers remember what they learned from your essay? An effective concluding paragraph reminds your readers what they learned, offers them a new viewpoint or insight, and makes a lasting impression. Write a concluding paragraph that your readers will remember.

Activity 4: Peer Review >

Have you informed your readers with an interesting explanation of your topic? The best expository writers ask others to read their essays and use feedback to revise their first drafts. Use a peer review to make your expository essay more interesting and informative.

Activity 5: Writing Mechanics >

You have written an interesting and informative essay, but poor writing mechanics can still make your exposition hard to read. Good writing mechanics help your readers stay interested in your essay. Edit your essay to find and correct problems with writing mechanics.

Look Back >

Reflect on what you learned in this module. Are you ready to create a multimedia presentation based on your expository essay? Use the checklist to make sure your tasks are complete. Use the rubric to assess your essay. Talk about what you learned and how you did your work.
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Checklist for Expository Essay
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: Introductory Paragraph

Task: Introductory Paragraph Draft

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

· Draft an introductory paragraph for your expository essay by using your outline
· Makes sure that your introduction:

· States the topic clearly

· Engages readers
· Foreshadows the conclusion of the essay

· Save your document

Activity 2: Body Paragraphs 

Task: Body Paragraph Draft

· Open the word processing document that contains the draft of your expository essay

· Draft the body paragraphs by using your essay outline 
· Make sure that your body paragraphs:

· Include a topic sentence in each paragraph
· Use supporting points for each main point

· Present main points in a logical order

· Use clear transitions to connect paragraphs together

· Are balanced—about three to five sentences each

· Save your document

Activity 3: Concluding Paragraph 

Task: Concluding Paragraph Draft

· Open the word processing document that contains the draft of your expository essay

· Draft the concluding paragraph by using your essay outline 
· Make sure that your concluding paragraph:

· Summarizes your topic

· Synthesizes the main points into a new idea or concept

· Leaves the readers with a lasting impression 

· Save your document

Activity 4: Peer Review 

Task: Narrative Essay Revision 

· Open your expository essay draft

· Exchange essays with a peer and review each other’s essay
· In your review, be sure to:

· Understand the type of feedback that your partner wants

· Provide positive feedback

· Provide specific suggestions for improvement

· Read the peer review of your essay

· Give your essay a new filename and revise your essay 

· In your revision, be sure to:

· Include all information needed to explain the topic

· Revise paragraphs that are too long or too short

· Rewrite or rearrange sentences to make the paragraph more logical

· Remove supporting points that are not necessary to explain a main point

· Add transitions to ensure smooth flow between paragraphs

· Replace generic words with specific words

· Add specific facts, data, or quotes to explain a point

· Cite all sources

· Save your document

Activity 5: Writing Mechanics 

Task: Expository Essay Edit

· Open your expository 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 Expository Essay
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

	Introductory Paragraph
	The introduction captures your reader’s attention, interests your readers in the topic, and engages your readers in learning about the topic.
	The introduction clearly states the topic of the essay in an interesting and engaging way.
	The introduction clearly states the topic of the essay but may not be interesting or engaging.
	The introduction does not clearly state the topic of the essay.



	Body Paragraphs
	The body thoroughly explains the topic.

Body paragraphs are focused and that present main points in a logical order.

All body paragraphs are connected by smooth transitions.
	The body adequately explains the topic.

Body paragraphs are focused and complete, but main points may not be presented in a logical order.

Most body paragraphs are connected by smooth transitions.
	The body generally explains the topic.

Some body paragraphs explain more than one main point or provide too much or too little information to support the main point.

Body paragraphs do not have smooth transitions.
	The body does not adequately explain the topic.

	Concluding Paragraph
	The conclusion offers your readers a new viewpoint or insight.

The conclusion summarizes and synthesizes the essay’s explanation of the topic in a way that makes a lasting impression.
	The conclusion offers your readers a new viewpoint or insight.

The conclusion summarizes and synthesizes the essay’s explanation of the topic, but may not make a lasting impression.
	The conclusion does not offer readers a new viewpoint. 

The conclusion summarizes the essay’s explanation of the topic, but does not offer your audience a new viewpoint or insight.
	The conclusion does not summarize the essay’s explanation of the topic.

	Peer Review
	Suggestions are offered and accepted, and creative alternatives are explored.

Revision is thorough and objective.
	Suggestions are offered and accepted, and needed improvements are made. 
Revision is objective but not thorough.
	Suggestions are offered and accepted, but few improvements are made.

Revision is substantial but not objective.
	Suggestions are not offered or accepted.

Revision is hurried and incomplete.



	Writing Mechanics
	Editing is thorough and systematic.

All words are spelled and capitalized correctly.

All sentences are punctuated correctly.

Paragraphing is appropriate and helps move the essay along.
	Editing is systematic but not thorough.

Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.

Paragraphing is appropriate throughout the essay.
	Editing is not systematic.

Several words are misspelled or capitalized incorrectly.

Several sentences are punctuated incorrectly.

Paragraphing is awkward in some parts of the essay.
	Editing is hurried and incomplete.

Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

Paragraphing is awkward throughout the entire essay.
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Task: Draft an introductory paragraph for your expository essay. 

Goal: Show that you can write an introductory paragraph that engages readers in your topic.

You may want to review an example of an introductory paragraph before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Are you ready to write your expository essay? You located credible sources and gathered accurate and reliable information. You graphically organized the information and created an outline of your essay. You are now fully prepared to write an interesting and informative essay.

Why are you writing an expository essay? Recall that the purpose of your expository essay is to explain your topic to an audience. Be sure to remember your audience whenever you write. You also need to remember the type of expository writing you are using.

The first paragraph of an essay sets the tone for what is to come. If your first paragraph introduces the topic in a clear and interesting way, then your audience will believe that the rest of the essay will be clear and interesting. If the audience believes that the rest of the essay will be clear and interesting, then they will be encouraged to keep reading the essay. 
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Words to Remember

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

New Words

Draft: An unfinished version of a creative work.

Introduction: The beginning of a work that leads into the main body of the work.

Paragraph: A group of sentences focusing on one idea or concept, which begins on a new line and ends with a return to a new line.

Transition: Movement from one idea or concept to another in a creative work.

Review Words

Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.
Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.
Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.
Conclusion: A judgment, decision, or solution reached for specific reasons.

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.
Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

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

Expository: A type of writing that explains a topic or informs an audience.
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Learning from the Web

The purpose of expository writing is to explain a topic to an audience. The first paragraph of your essay should interest your audience in the topic and make them want to read more. Explore some Web sites about writing an introductory paragraph and learn to engage readers in your 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 an effective first paragraph, keep those in mind too.

Guiding Questions

· How will your outline help you draft an expository essay?

· What are the important parts of an effective introductory paragraph?

· What are the common characteristics of effective introductory paragraphs?

Web Sites

Writing Paragraphs

· Paragraph Development* from Orange Unified School District*

· Organizing the Paragraph* from Essay Info*

· Organizing the Essay* from Essay Info*

Introductory Paragraphs

· Introduction* from Essay Info*

· Introduction* from Essay Start*

· Writing Introductions* from Orange Unified School District*
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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 writing an introductory paragraph. 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.

Writing an Effective Introductory Paragraph

Effective paragraphs are the building blocks of a well-crafted essay. A paragraph is a group of sentences focusing on a main point. The sentences present information that supports the main point. A paragraph begins on a new line and ends with a return to a new line to separate its main idea from other main ideas in the essay.

Effective paragraphs usually have at least two common characteristics:

· State the main point of the paragraph clearly. The main point that will be developed should be clearly stated in a sentence, often called the topic sentence. The first sentence of a paragraph is often the topic sentence.

· Present supporting points in a logical order. Supporting points should be presented in an order that leads readers to the main point. You should present enough information to convince the reader of each supporting point. You may want to include some specific facts, data, or quotes. The paragraph’s main point should be the logical conclusion readers reach at the end of the sequence of supporting points.

An effective expository essay usually begins with an introductory paragraph that gets readers interested in the topic, includes three (or more) body paragraphs that explain the topic, and ends with a concluding paragraph that summarizes the topic.

Effective introductory paragraphs usually have at least three common characteristics:

· Tells readers what the essay is about. The introductory paragraph states the essay’s topic in very specific terms. Many introductory paragraphs briefly describe the main points that will be made to explain the topic.

· Engages readers in the topic. The introductory paragraph should grab the audience’s attention. You can often interest your audience in a topic by including an amusing or unexpected statement. Sometimes, the introduction challenges your audience to do or believe something surprising. Sometimes, a quote from an expert or famous person can help interest your audience in your essay.

· Tell readers what they will get from the essay. The last sentence of an introductory paragraph often foreshadows the conclusion of the essay. You can get your audience interested in your essay by promising a rewarding conclusion.
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What to Do

Complete the following task to show what you have learned about drafting an introductory paragraph. While you work through the task, think about whether you are achieving the goal. You may want to review an example of an introductory paragraph before you begin. 
Task: Draft an introductory paragraph for your expository essay. 

Goal: Show that you can write a paragraph that engages readers in your topic.

See the example: Microsoft Word* or PDF

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

2. Use your essay outline to draft an introductory paragraph for your expository essay.

3. Remember to save your document frequently while you work.

4. Read your introductory paragraph to make sure it states your topic clearly and engages your audience. Check with your teacher if you are unsure if your introduction is effective.

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

6. Save your document.

7. Share your introductory paragraph.
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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 writing an introductory paragraph. 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 paragraph is a group of sentences that _________.

· Focus on a main point [Correct! Sentences are grouped in a paragraph because they focus on the same main point.]
· Begin on a new line [Try again. A paragraph begins on a new line, but another answer is better.]
· Introduce an essay [Try again. A paragraph may introduce an essay, but not all paragraphs are introductory paragraphs.]
2. Supporting points should be presented in a logical order to ______.

· Lead the reader to the main point [Correct! The most important reason to present supporting points in a logical order is to make the main point convincing.]
· Keep the reader interested [Try again. Presenting supporting points in a logical order helps keep readers from becoming confused or frustrated, but another answer is better.]
· Include specific facts and data [Try again. You may include specific facts and data with supporting points, but they should not determine the order or supporting points.]
3. How can an introductory paragraph interest an audience in the topic of an essay?

· State something amusing or unexpected [Correct! An amusing or unexpected statement is one way to capture an audience’s attention.]
· State the main points that will be covered [Try again. An introduction usually describes the main points of the essay, but another answer is a more effective way to get an audience interested in the essay.]
· State the topic in very specific terms [Try again. Telling the reader exactly what the essay is about is important, but that may not be enough to capture the audience’s attention.]
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Task: Draft the body of your expository essay. 

Goal: Show that you can write body paragraphs that thoroughly explain your topic.

You may want to review an example of body paragraphs before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Congratulations! You captured the attention of your audience. You wrote an introductory paragraph that gets your audience interested in your topic. Now that you have your audience’s attention, what are you going to do next? You are ready to explain your topic in the body of the essay.

The body is the main content of the essay—the place where you use all the information you gathered and the knowledge you gained. Your topic must be explained thoroughly in the body to make your essay interesting and informative.

How can you explain your topic thoroughly? You can use your outline to make sure that the body of your essay is well organized and includes all the important information needed to explain your topic. Each of the main points of your outline can become a paragraph in the body of your essay. You can use the supporting points from your outline to write the paragraphs.

Suppose you include all the important information needed to explain your topic. Are you finished with the body of your essay? Not yet! You need to make sure that main points are presented in a logical order and connected with smooth transitions. All the information you included will be useless if your readers get lost before they reach the conclusion.
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Words to Remember

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

New Word

Analyze: Study carefully to identify and understand essential parts.

Review Words
Body: The main content of a written work, not including parts with specific purposes.
Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.
Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.
Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.
Conclusion: A judgment, decision, or solution reached for specific reasons.

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.
Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Draft: An unfinished version of a creative work.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

Introduction: The beginning of a work that leads into the main body of the work.

Paragraph: A group of sentences focusing on one idea or concept, which begins on a new line and ends with a return to a new line.

Transition: Movement from one idea or concept to another in a creative work.
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Learning from the Web

The body is probably the most important part an expository essay. If a topic is thoroughly explained in the body, then the essay will be interesting and informative. Explore some Web sites about effective body paragraphs and learn how to write the body of an interesting and informative expository 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 effective body paragraphs, keep those in mind too.

Guiding Questions

· What are the important parts of an effective body paragraph?

· What are the common characteristics of effective body paragraphs?

· What transition words might be appropriate for your essay?

· How can your outline help you draft the body of your essay?

Web Sites

Body Paragraphs

· Body* from Essay Info*

· Body* from Essay Start*

· How Do I Write Body or Support Paragraphs?* from Paradise Valley Community College*

· Paragraphing* from the Online Writing Lab*

Paragraph Transitions

· Transitions* from Orange Unified School District*

· Transitional Devices* from the Online Writing Lab*

· Types and Examples of Transitions* from kimskorner4teachertalk*
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Learn some tips to help you connect main points with smooth transitions.

Read more >
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 writing effective body paragraphs. 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 to Write Effective Body Paragraphs

After you have written an introductory paragraph that gets your audience interested in your topic, you are ready to write body paragraphs. The body is the main content of any essay. In an expository essay, the body paragraphs must provide enough information to explain the topic thoroughly. Most expository essays have three to five body paragraphs.

Effective body paragraphs usually have some common characteristics:

· Explain one main point. The main point developed in a body paragraph is clearly stated in a sentence, often called the topic sentence. The first sentence of a body paragraph is often the topic sentence. The remaining sentences make supporting points to explain or illustrate the main point.

· Provide information to support the main point. Supporting points are presented in an order that leads the audience to the main point. You should present enough information to convince the audience of each supporting point. You may want to include some specific facts, data, or quotes. The paragraph’s main point should be the logical conclusion that the audience reaches at the end of the sequence of supporting points. Remember to use your outline of main points and supporting points to structure each body paragraph.

· Present main points in a logical order. The main points are presented in an order that leads the audience to a logical conclusion. You may have foreshadowed your conclusion in your introductory paragraph. You should present enough information to convince the audience of each main point. A well-structured expository essay moves the audience closer to the conclusion with each body paragraph. 

· Follow an outline to structure the essay. The main and supporting points are organized in your outline and can be used to develop your body paragraphs. You may want to copy and paste the outline of your main points into your essay. You can then develop one or more complete sentences based on the label for each main and supporting point. An outline provides structure for your information and helps you determine where facts, data, and quotes should appear in your essay. 
· Connect main points with smooth transitions. Effective body paragraphs are connected so that the logical order flows smoothly from one main point to another. Transitions are important in expository writing because they help readers follow your explanation. Transitions connect your paragraphs and ideas to one another. Without them, your writing would not flow smoothly. Transitions hold your expository essay together. 

· Balance the structure of the essay. Effective body paragraphs maintain balance in the structure of the essay. Most body paragraphs typically include about three to five sentences, but this is just a guideline. If some paragraphs are very long and others are very short, the essay may feel unbalanced to the reader. An unbalanced essay often indicates that some of your main points may not be fully developed or others may be overdeveloped with unnecessary or repetitive details. You may also find that two or more very short paragraphs are really part of one main point. When that occurs, you should combine the paragraphs and revise the sentences to explain the new main point. You can always revise your outline if you find that your essay is unbalanced.
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Expository Transition Words

You can often connect a main point to the previous paragraph by using transition words in the topic sentence. You can also write a concluding sentence using transition words to connect the paragraph to the next main idea in your outline.

The following examples suggest some possible transition words for different types of expository writing:

· Cause and Effect: thus, therefore, for this reason, consequently, due to, as a result, it follows that, hence, accordingly

· Classify and Divide: as well, in addition, for example, for instance, in this case, if…then, thus, therefore, that is, despite, regardless, notwithstanding, sometimes, occasionally

· Compare and Contrast: in comparison, similarly, likewise, still, yet, nevertheless, in contrast, although, however, conversely, on the contrary, on the other hand.

· Definition: that, that is, to, in order to, for, for the purpose of, evidently, obviously, undoubtedly, actually, indeed, in fact, in other words

· Process: first, last, finally, before, previously, after, next, then, subsequently, followed by, at the same time, simultaneously, meanwhile

Remember to use transition words and sentences only when they are needed. If your main points are presented in a logical order, you should not need to use too many transition words.
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What to Do

Complete the following task to show what you have learned about writing effective body paragraphs. While you work through the task, think about whether you are achieving the goal. You may want to review an example of body paragraphs before you begin. 
Task: Draft the body of your expository essay. 

Goal: Show that you can write body paragraphs that explain your topic thoroughly.

See the example: Microsoft Word* or PDF

1. Open the word processing document that contains the draft of your expository essay.

2. Use your essay outline to draft the body of your expository essay.

3. Remember to save your document frequently while you work.

4. Read your body paragraphs to make sure to explain your topic thoroughly. Check with your teacher if you are not sure your body paragraphs are effective.

5. Review the checklist and revise your body paragraphs to make sure they are complete.

6. Save your document.

7. Share your body paragraphs.
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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 writing body paragraphs. Your answers are not recorded, and the quiz is not scored. 

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

1. The body of an expository essay _____ .

· Explains the topic [Correct! The body contains the main content of the essay, so the body of an expository essay explains the topic.]
· Introduces the topic [Try again. The introductory paragraph states the topic of the essay.]
· Makes the topic interesting [Try again. The body of an expository essay should be interesting, of course, but another answer is better.]
2. The topic sentence of a body paragraph ______ .

· Foreshadows the conclusion of the essay [Try again. Topic sentences are specific to one paragraph.]
· Includes specific facts, data, or quotes [Try again. Specific facts, data, or quotes can be included in a topic sentence, but they usually are presented later in the paragraph.]
· States the main point that will be developed [Correct! The purpose of a topic sentence is to state clearly the main point that will be developed in the paragraph.]
3. Which group of words would you be most likely to see in a compare-and-contrast exposition?

· Similarly, likewise, conversely [Correct! Similarly, likewise, and conversely are transition words that indicate similarities and differences, which is the purpose of a compare-and-contrast exposition.]
· Thus, therefore, consequently [Try again. Thus, therefore, and consequently are transition words that indicate cause-and-effect relationships.]
· First, finally, subsequently [Try again. First, finally, and subsequently are transition words indicate timing or ordering and would most likely be found in a process exposition.]
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Task: Draft a concluding paragraph for your expository essay. 

Goal: Show that you can summarize and synthesize your essay in a memorable conclusion.

You may want to review an example of a concluding paragraph before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Congratulations! You captured the attention of your audience in your introduction. You then used all the information you gathered and the knowledge you gained to explain your topic in your body paragraphs. Your essay is interesting and informative. It is well organized and flows smoothly toward the conclusion. But what is a conclusion?

An effective conclusion is a paragraph that summarizes the topic and combines the main points in your essay into a new idea or concept. It recaps what the essay explains, offers a new viewpoint or insight, and makes a lasting impression.

Can you summarize your topic so that readers feel satisfied when they finish your essay? Can you make readers remember what they learned from your essay? The conclusion paragraph contains the last words your audience reads, so you want it to be clear, satisfying, and memorable.
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Words to Remember

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

New Word

Synthesize: Produce something new by combining existing information to form a new idea or concept.

Review Words

Body: The main content of a written work, not including parts with specific purposes.
Cause: A person, group, event, idea, action, or object that produces a specific result or outcome.
Classify: Arrange people, groups, places, events, ideas, actions, or objects so that each one is assigned to a category.
Compare: Study two (or more) people, groups, places, events, ideas, actions, or objects to identify shared characteristics.
Conclusion: A judgment, decision, or solution reached for specific reasons.

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.
Divide: Separate people, groups, places, events, ideas, or things so that each one is placed into a category.

Draft: An unfinished version of a creative work.

Effect: A specific result or outcome produced by something said or done by a person, group, event, idea, or thing.

Introduction: The beginning of a work that leads into the main body of the work.

Paragraph: A group of sentences focusing on one idea or concept, which begins on a new line and ends with a return to a new line.

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

Transition: Movement from one idea or concept to another in a creative work.

 < Back to Concluding Paragraph | Next to Exploration >

	Type of Page 
	Level 4 Content Page

	Supertitle
	Expository Essay | Concluding Paragraph

	Headline Title
	Exploration


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

Learning from the Web

The concluding paragraph summarizes the main points of an essay. The conclusion contains the last words your audience will read, so you want it to be memorable. Explore some Web sites about writing an effective concluding paragraph and learn how to write a clear and satisfying conclusion to your expository 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 effective concluding paragraphs, keep those in mind too.

Guiding Questions

· What are the important parts of an effective concluding paragraph?

· What are the common characteristics of effective concluding paragraphs?

· How can you make sure your audience remembers your essay?

Web Sites

· Conclusion* from Essay Info*

· Conclusion* from Essay Start*

· Writing a Conclusion* from Orange Unified School District*
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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 writing an effective concluding paragraph. 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 to Write an Effective Concluding Paragraph

After you have written body paragraphs to explain your topic thoroughly, you should write a concluding paragraph that summarizes your topic. A good conclusion will leave your audience with a clear and satisfying conclusion that stays in their memories. 

Most expository essays have one concluding paragraph, but this is just a guideline. In rare cases, an expository essay may not even require a concluding paragraph. Most concluding paragraphs typically include about three to five sentences, but again this is just a guideline.

Effective concluding paragraphs usually have some common characteristics:

· Reminds readers what the essay has explained. The concluding paragraph summarizes the topic in very concise terms. A concluding paragraph should never introduce new points that have not been developed in the body. You should also avoid repeating the same words you used in the body. Summarize the main points in new words with new transitions. Some transition words you may be able to use in the conclusion include: in conclusion, in summary, in short, on the whole, overall, in brief, briefly, concisely, succinctly, clearly, evidently, plainly, obviously, and undoubtedly. If you summarize your main points effectively, you should not need too many transition words.

· Offers readers a new viewpoint or insight. Although the concluding paragraph should not introduce content, you should try to synthesize the main points you developed in the essay. Synthesis involves combining your main points into a new idea or concept. The synthesis tells readers what you learned about your topic. You should always emphasize, but not exaggerate, the importance and relevance of the synthesis. An effective synthesis causes readers to look at your topic in a new way.

· Make a lasting impression on readers. The last sentence of the concluding paragraph should stay in the reader’s memory. Think about how you engaged the reader in the essay with your introduction. You may be able to expand on the same approach in the conclusion. Sometimes, the conclusion challenges the reader to do or think about something in the future. In some cases, it may be effective to leave the readers with a new question to consider.
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What to Do

Complete the following task to show what you have learned about writing effective concluding paragraphs. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a concluding paragraph before you begin. 
Task: Draft a concluding paragraph for your expository essay. 

Goal: Show that you can summarize and synthesize your essay in a memorable conclusion.

See the example: Microsoft Word* or PDF

1. Open the word processing document that contains the draft of your expository essay.

2. Use your essay outline to draft the conclusion of your expository essay.

3. Remember to save your document frequently while you work.

4. Read your concluding paragraph to make sure it summarizes and synthesizes your essay in a memorable way. Check with your teacher if you are not sure your concluding paragraph is effective.

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

6. Save your document.

7. Share your concluding paragraph.
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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 writing a concluding paragraph. Your answers are not recorded, and the quiz is not scored. 

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

1. The concluding paragraph of an expository essay _____.

· Explains the topic [Try again. The concluding paragraph should not introduce new content.]
· Makes the topic interesting [Try again. The concluding paragraph should summarize and synthesize your essay, and the body paragraphs should make the topic interesting.]
· Summarizes the topic [Correct! The main purpose of a concluding paragraph is to provide a satisfying summary of a topic.]
2. The concluding paragraph should include a synthesis to _______.

· Offer a new viewpoint or insight [Correct! Synthesis involves combining main points into a new idea or concept that causes readers to look at a topic in a new way.]
· Summarize the main points [Try again. The concluding paragraph summarizes the essay, but that is not the purpose of a synthesis.]
· Introduce new content [Try again. The concluding paragraph should not introduce new content.]
3. How can a concluding paragraph make a lasting impression on the reader?

· Challenge the reader to do or think about something in the future [Correct! Connecting an essay to a future action or thought can help the reader remember the essay.]
· Include transition words such as in conclusion, overall, and evidently. [Try again. Transition words can help remind the reader of what an essay has explained, but the words do not necessarily make a lasting impression.]
· Synthesize the main points that were developed in the essay [Try again. A synthesis of the main points can offer the reader a new viewpoint or insight, but it does not necessarily make a lasting impression.]
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Task: Use a peer review to revise your expository essay. 

Goal: Give your readers the most interesting and informative essay you can write.

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

See the example:
Microsoft Word* | PDF
Key Concept

Congratulations! You have completed the first draft of your expository essay. Have you informed your audience with an interesting explanation of your topic? The best expository writers revise their first drafts to create the most interesting and informative essays they can write.

Does your introduction make your essay is so compelling that it must be read? Do your body paragraphs include all the main points, supporting points, and transitions needed to explain your topic thoroughly? Is your conclusion memorable and thought-provoking?

Revising is about looking at your writing from different points of view. The most effective way to get another point of view is to ask someone else to read your essay. You can ask a peer to read your essay with fresh eyes and offer suggestions to improve your exposition.

Word processing applications usually provide research and collaboration tools. You can use research tools such as a thesaurus to improve your word choice. You can use collaboration tools to track changes during revision and make suggestions during peer review.
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about using peer review to revise 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.

Peer: A person who is similar to another, as in age, grade, or career.

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

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

Body: The main content of a written work, not including parts with specific purposes.
Conclusion: A judgment, decision, or solution reached for specific reasons.

Draft: An unfinished version of a creative work.

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

Expository: A type of writing that explains a topic or informs an audience.

Introduction: The beginning of a work that leads into the main body of the work.

Objective: Able to put aside personal feelings and opinions.

Paragraph: A group of sentences focusing on one idea or concept, which begins on a new line and ends with a return to a new line.

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

Synthesize: Produce something new by combining existing information to form a new idea or concept.

Transition: Movement from one idea or concept to another in a creative work.
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Learning from the Web

Peer review is one of the most effective strategies for revising an essay. The best expository writers use suggestions from their peers to improve their essays. They also provide helpful suggestions to help their peers revise their essays. Explore some Web sites about reviewing and revising and learn how to make your exposition as interesting and informative as it can be.

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 peer review to revise an essay, 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 expository writing?

· What can you do to improve your writing?

Web Sites

Revising an Essay

· Revising Your First Draft* from Fact Monster*

· Writing Workshop: Revise* from Scholastic*

Peer Review

· Write It: Giving Meaningful Feedback* from Scholastic*

· Write It: Handling Feedback* from Scholastic*

Word Processing Tools

· Track Changes Made to Word Documents* from About*

· Inserting Comments* from About*

· Changing the Markup View* from About*

· Saving Document Versions* 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 using peer review to revise 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.

Using Peer Review to Revise an Essay

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. Revising is about looking at your writing from different points of view. You can use word processing tools to help you revise your essay.

Revising an Essay

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:

· Make sure you have included all information needed to explain the topic

· Rewrite or rearrange paragraphs that are too long or too short

· Remove main points if they are not needed to explain the topic

· Rewrite or rearrange sentences if the paragraph structure is not logical

· Remove supporting points if they are not needed to explain a main point

· Add transitions if the flow from one paragraph to another is not smooth

· Take out unnecessary words and replace generic words with more specific terms

· Add additional facts, data, or quotes if needed to explain or illustrate a point

· Make sure you have cited all of your sources

Peer Review

One of the most effective ways to get another point of view is to ask someone else to read your essay. You can ask a peer to review your essay with fresh eyes. A peer is someone who is similar to you, such as someone who is in the same grade in school. When you review an essay, you point out the parts that are especially well-crafted as well as any parts that may need to be revised. The most effective peer reviews offer specific suggestions for improvement.

When you review an essay for a peer, you should look for the same types of problems you look for when you revise your own essay. When you ask a peer to review your essay, tell them if you do or do not want any specific kind of feedback.

When you read a peer review or your essay, you need to put aside personal feelings and opinions. You are wasting time if you argue with the reviewer or defend your essay. Consider each suggestion carefully from the reviewer’s point of view. Then decided whether, and how, you want to use the suggestion to revise your essay. If you are not sure whether to use the suggestion, you may want to ask another person for an opinion.
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What to Do

Complete the following task to show what you have learned about using peer review to revise and essay. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a peer review before you begin. 
Task: Use a peer review to revise your expository essay. 

Goal: Give your readers the most interesting and informative essay you can write.

See the example: Microsoft Word* or PDF

1. Exchange essays with a peer and review each other’s expositions. Your teacher may assign you a partner or may ask you to find a partner.

2. Review your peer’s essay. Make sure you clearly understand any specific kind of feedback that your peer does or does not want. In your review, point out the parts that are especially well-crafted and the parts that may need to be revised. Try to offer specific suggestions for improvement.

3. Read the peer review of your essay. Remember to put aside personal feelings and opinions. Consider each suggestion carefully from the peer’s point of view. 

4. Open the document containing your expository essay.

5. Save the document with a new filename. The new filename should indicate that the document contains your revised expository essay.

6. Use the peer review to revise your expository essay. Try to put yourself in the minds of your audience and read your essay from their point of view. Try to make your essay as interesting and informative as possible.

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

8. Use the thesaurus feature in your word processing application to help select specific terms.

9. 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 peer review and 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?

· Correcting spelling, grammar, and punctuation errors [Try again. You do not need to worry about writing mechanics during a revision.]
· Looking at the essay from a reader’s point of view [Correct! You must set aside your personal feelings and see the essay as a reader would see it.]
· Writing a conclusion that is clear, satisfying, and memorable [Try again. Writing a conclusion that is clear, satisfying, and memorable is important, but the conclusion should be written before the revision.]
2. How can you make sure that an expository essay is interesting and informative?

· Add additional facts, data, or quotes to more clearly explain a point [Correct! Adding specific facts, data, or quotes to more clearly illustrate or explain an important point can make an essay more interesting and informative.]
· Make sure that the essay has no spelling errors [Try again. Checking spelling is not part of the revision process.]
· Make sure your grammar is correct [Try again. Correct grammar is important, but will not necessarily make your essay interesting and informative.]
3. What is the main benefit of peer review?

· Peer review corrects your mistakes. [Try again. A peer reviewer may make suggestions, but should not correct all mistakes.]
· Peer Review provides you with another point of view. [Correct!. A peer reviewer offers fresh eyes and new insights.]
· Peer review revises your essay. [Try again. A peer reviewer will suggestion revisions, but will not revise your essay for you.] 
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Task: Edit your expository essay.

Goal: Find and correct any mechanical problems in the essay.

You may want to review an example of an edited expository essay before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

First, you captured the attention of your audience in your introduction. Then, you used all the information you gathered and the knowledge you gained to explain your topic. Your essay is well organized and flows smoothly. It ends with a clear, satisfying, and memorable conclusion.

You have written an interesting and informative essay, but poor writing mechanics can still make your exposition hard to read. Good writing mechanics help your readers stay interested in your essay. Editing is finding and correcting problems with writing mechanics.

Word processing tools 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.
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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 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

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

Body: The main content of a written work, not including parts with specific purposes.
Conclusion: A judgment, decision, or solution reached for specific reasons.

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

Expository: A type of writing that explains a topic or informs an audience.

Introduction: The beginning of a work that leads into the main body of the work.

Paragraph: A group of sentences focusing on one idea or concept, which begins on a new line and ends with a return to a new line.

Peer: A person who is similar to another, as in age, grade, or career.

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.

Transition: Movement from one idea or concept to another in a creative work.
 < Back to Writing Mechanics | Next to Exploration >

	Type of Page 
	Level 4 Content Page

	Supertitle
	Expository Essay | Writing Mechanics

	Headline Title
	Exploration


[left-hand nav TEXT]

Vocabulary

Exploration

Information

Task

Quiz

Learning from the Web

Explore some Web sites that can help you edit your expository essay. Learn how to fix problems with writing mechanics. You want your essay 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

Editing an Essay

· Proofread the Final Draft* from Fact Monster*

· Writing Workshop: Edit* from Scholastic*

· Writing Workshop: Review* from Scholastic*

Word Processing Tools

· Spelling and Grammar Quick Check from About*

· Spelling and Grammar* from Florida Gulf Coast University*
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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 for Writing Mechanics

Editing is finding and correcting problems with writing mechanics. Good writing mechanics keep readers interested in your essay.

Word processing tools 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)

When editing, you can ask yourself questions such as:

· Are all sentences complete and correct? 

· Does the essay have any sentence fragments or run-on sentences? 

· Do all subjects and verbs agree? 

· Does the essay have paragraph breaks that help move the essay along? 

· Does the essay include any spelling or typographical errors?
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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 expository essay before you begin. 
Task: Edit your expository 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 expository essay.

2. Save the document with a new filename. The new filename should indicate that the document contains your edited expository 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.

 < 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/Explain/ResearchWritePresent/EE_WritingMechanics_Example.doc

	PDF
	http://download.intel.com/education/common/country_code/resources/TechnologyLiteracy/Explain/ResearchWritePresent/EE_WritingMechanics_Example.pdf


	Type of Page 
	Level 4 Content Page

	Supertitle
	Expository Essay | Writing Mechanics

	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 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 most important during editing?

· Correcting spelling, grammar, and punctuation errors [Correct! You must edit your essay to make sure readers are not distracted by poor writing mechanics.]
· Looking at the essay from a reader’s point of view [Try again. You should look at the essay from a reader’s point of view during writing and revision process.]
· Writing a conclusion that is clear, satisfying, and memorable [Try again. You should write an effective conclusion during the writing and revision process.]
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 a 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 a word processing application 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 about expository writing in this module? You drafted an engaging introduction, informative body, and memorable conclusion. You used peer review to make your essay even more interesting, informative, and memorable. You edited your essay to make sure readers are not distracted by mechanical errors. 

You have learned:

· How to write an introductory paragraph that engages readers in your essay

· How to present your main points in a smooth and logical order in body paragraphs

· How to write a concluding paragraph that readers will remember

· How to use a peer review to improve your expository essay

· How to edit your essay to find and correct problems with writing mechanics
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Checklist for Expository Essay
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 multimedia presentation based on your expository essay. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Introductory Paragraph

Task: Introductory Paragraph Draft

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

· Draft an introductory paragraph for your expository essay by using your outline

· Makes sure that your introduction:

· States the topic clearly

· Engages readers

· Foreshadows the conclusion of the essay

· Save your document

Activity 2: Body Paragraphs 

Task: Body Paragraph Draft

· Open the word processing document that contains the draft of your expository essay

· Draft the body paragraphs by using your essay outline 

· Make sure that your body paragraphs:

· Include a topic sentence in each paragraph

· Use supporting points for each main point

· Present main points in a logical order

· Use clear transitions to connect paragraphs together

· Are balanced—about three to five sentences each

· Save your document

Activity 3: Concluding Paragraph 

Task: Concluding Paragraph Draft

· Open the word processing document that contains the draft of your expository essay

· Draft the concluding paragraph by using your essay outline 

· Make sure that your concluding paragraph:

· Summarizes your topic

· Synthesizes the main points into a new idea or concept

· Leaves the readers with a lasting impression 

· Save your document

Activity 4: Peer Review 

Task: Narrative Essay Revision 

· Open your expository essay draft

· Exchange essays with a peer and review each other’s essay

· In your review, be sure to:

· Understand the type of feedback that your partner wants

· Provide positive feedback

· Provide specific suggestions for improvement

· Read the peer review of your essay

· Give your essay a new filename and revise your essay 

· In your revision, be sure to:

· Include all information needed to explain the topic

· Revise paragraphs that are too long or too short

· Rewrite or rearrange sentences to make the paragraph more logical

· Remove supporting points that are not necessary to explain a main point

· Add transitions to ensure smooth flow between paragraphs

· Replace generic words with specific words

· Add specific facts, data, or quotes to explain a point

· Cite all sources

· Save your document

Activity 5: Writing Mechanics 

Task: Expository Essay Edit

· Open your expository 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 Expository Essay
The main purpose of a rubric is to help you do your best work. What column best describes your expository essay? Is all of your work best described by column 4? If not, what could you improve? 

	
	4
	3
	2
	1

	Introductory Paragraph
	The introduction captures your reader’s attention, interests your readers in the topic, and engages your readers in learning about the topic.
	The introduction clearly states the topic of the essay in an interesting and engaging way.
	The introduction clearly states the topic of the essay but may not be interesting or engaging.
	The introduction does not clearly state the topic of the essay.



	Body Paragraphs
	The body thoroughly explains the topic.

Body paragraphs are focused and that present main points in a logical order.

All body paragraphs are connected by smooth transitions.
	The body adequately explains the topic.

Body paragraphs are focused and complete, but main points may not be presented in a logical order.

Most body paragraphs are connected by smooth transitions.
	The body generally explains the topic.

Some body paragraphs explain more than one main point or provide too much or too little information to support the main point.

Body paragraphs do not have smooth transitions.
	The body does not adequately explain the topic.

	Concluding Paragraph
	The conclusion offers your readers a new viewpoint or insight.

The conclusion summarizes and synthesizes the essay’s explanation of the topic in a way that makes a lasting impression.
	The conclusion offers your readers a new viewpoint or insight.

The conclusion summarizes and synthesizes the essay’s explanation of the topic, but may not make a lasting impression.
	The conclusion does not offer readers a new viewpoint. 

The conclusion summarizes the essay’s explanation of the topic, but does not offer your audience a new viewpoint or insight.
	The conclusion does not summarize the essay’s explanation of the topic.

	Peer Review
	Suggestions are offered and accepted, and creative alternatives are explored.

Revision is thorough and objective.
	Suggestions are offered and accepted, and needed improvements are made. 

Revision is objective but not thorough.
	Suggestions are offered and accepted, but few improvements are made.

Revision is substantial but not objective.
	Suggestions are not offered or accepted.

Revision is hurried and incomplete.



	Writing Mechanics
	Editing is thorough and systematic.

All words are spelled and capitalized correctly.

All sentences are punctuated correctly.

Paragraphing is appropriate and helps move the essay along.
	Editing is systematic but not thorough.

Almost all words are spelled and capitalized correctly.

Almost all sentences are punctuated correctly.

Paragraphing is appropriate throughout the essay.
	Editing is not systematic.

Several words are misspelled or capitalized incorrectly.

Several sentences are punctuated incorrectly.

Paragraphing is awkward in some parts of the essay.
	Editing is hurried and incomplete.

Many words are misspelled and capitalized incorrectly.

Many sentences are punctuated incorrectly.

Paragraphing is awkward throughout the entire essay.
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Reflection on Expository Essay
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 writing effective paragraphs

· How you engaged readers in your essay

· How you used your outline to explain your topic thoroughly in the body of your essay

· How you made sure readers will remember what they learned from your essay
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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 explain your topic to a live audience? You worked hard to research your topic and write an interesting and informative exposition. When you have the opportunity to present your work to a live audience, make the most of it! You can use a multimedia presentation to explain your topic in a way that is entertaining as well as interesting and informative. Presentation tools make sharing what you learn with an audience easier. Many successful writers and researchers deliver multimedia presentations to audiences. Learn how to create and deliver a multimedia presentation that explains your topic to an audience.

In this module:

· Learn how to use presentation tools to explain your topic to an audience

· Apply basic design principles to make your presentation more effective

· Find multimedia files that enhance your presentation and help explain your topic

· Observe copyright laws when you use multimedia in your presentation

· Deliver an interesting, informative, and entertaining presentation

Activity 1: Presentation Tools >

What if your teacher asked you to explain your topic to a live audience? You can use a multimedia presentation to explain your topic in a way that is entertaining as well as interesting and informative. Learn how to use presentation tools to explain your topic to an audience.

Activity 2: Presentation Design >

Can you produce a quality multimedia presentation? You can when you know the basic principles of design. A quality presentation looks good, is easy to read from a distance, and communicates a message. Apply basic design principles to make your presentation more effective. 

Activity 3: Multimedia Formats >

Have you ever thought about how computers store and display media? Knowing common multimedia formats helps you find and use the most effective images, audio, and video in your presentation. Find multimedia files that enhance your presentation and help to explain your topic

Activity 4: Copyright and Fair Use >

Can you use any multimedia you find on the Internet in your presentation? 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 multimedia in your presentation.

Activity 5: Presentation Delivery >

How can you make sure your presentation is a success? If you are well-prepared when the big day comes, you just have to do what you practiced. Anyone can deliver a successful presentation by following some basic guidelines. Deliver an interesting, informative, and entertaining presentation.

Look Back >

Reflect on what you learned in this module. Can you confidently present information to a live audience? Use the checklist to make sure your tasks are complete. Use the rubric to assess your multimedia presentation. Talk about what you learned and how you did your work.
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Checklist for Multimedia Presentation
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: Presentation Tools

Task: Presentation Draft

· Open a new presentation and type your name, data, and a title on the title slide

· Using the Insert menu, create slides from your expository essay outline

· Create slides with:

· Main points visible

· Supporting points clear

· Consider your audience and make sure your content is appropriate

· Use the Edit and Format menus to organize your content and create the appearance that you want 
· Save your presentation

Activity 2: Presentation Design

Task: Presentation Design

· Open your presentation and add design elements

· Use design elements to enhance your presentation
· Make sure that your slides:

· Focus on one concept per slide

· Use key phrases from your main points as titles

· Use bullet points with simple text

· Use phrases from supporting points as bullets

· Use color and fonts consistently
· Use contrasting colors for text and background

· Use fronts that are easy to read from a distance

· Align fonts and graphics

· Leave white space and balance the content

· Include multimedia that adds information about the topic

· Use special effects to serve a purpose

· Check the spelling and grammar of your presentation

· Save your presentation

Activity 3: Multimedia Formats

Task: Media Citations

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

· Find at least three images and one audio or video clip for your presentation

· Make sure that the multimedia enhances your presentation

· Cite the sources for the multimedia

· Explain how you think each multimedia piece enhances your presentation and explains your topic

· Save your document

Activity 4: Copyright and Fair Use

Task: Media Copyright Information

· Open your media citations document

· Find and record the copyright status of each image, audio, or video

· Get permission for any of the images, audio, or video if necessary

· Save your document

· Add the media to your presentation

Activity 5: Presentation Delivery

Task: Final Presentation

· Open your presentation

· Check the spelling and proofread your presentation

· Practice delivering your presentation. 
· When you practice, remember to:

· Review your slide order

· Run the slideshow from View or Slide Show menu to make sure your slides are ready to present

· Practice in front of a mirror, a friend, or an adult

· Make sure you know how to connect and use a projector

· Set up a projection device 

· Deliver your presentation to an audience and be sure to:

· Dress appropriately

· Summarize and emphasize the main pints

· Make eye contact

· Make sure your audience understands everything

· Stay on schedule

· Answer questions

· Get feedback from an audience member
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Rubric for Multimedia Presentation
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

	Content
	The presentation captures and holds the audience’s attention, thoroughly.

The presentation explains the topic in a smooth and logical order, and offers a new viewpoint or insight in a way that makes a lasting impression on the audience.
	The presentation captures the audience’s attention adequately.

The presentation explains the topic in a smooth and logical order, and offers a new viewpoint or insight; however, the content may not make a lasting impression on the audience.
	The presentation does not capture the audience’s attention throughout.

The presentation clearly states, adequately explains, and summarizes the topic; however, the content may not be engaging or may not be presented in a smooth and logical order.
	The introduction does not clearly state, adequately explain, or summarize the topic.



	Design
	Slide layouts are consistent and easy to read, and use a variety of design principles to attract and hold interest.
	Slide layouts are consistent and easy to read, but may not use design principles to attract and hold interest.
	Slide layouts are consistent, but may be too plain to hold interest or too cluttered for the audience to read.
	Slide layouts are not consistent and may be too plain to hold interest or too cluttered for the audience to read.

	Multimedia
	Images, audio, and video enhancements are credited, support and illustrate main points, and enrich the audience’s learning experience.
	Images, audio, and video enhancements are credited and carefully selected to support and illustrate important main points.
	Images, audio, or video enhancements are not credited or sometimes distract the audience from the content.
	Does not include images, audio, or video enhancements.

	Delivery
	Presenter maintains consistent eye contact, rarely refers to notes, and frequently interacts with the audience.
	Presenter makes frequent eye contact, sometimes refers to notes, and answers most questions.
	Presenter frequently refers to notes but makes some eye contact and answers some questions.
	Presenter does not make eye contact, reads from notes, or does not answer questions.

	Mechanics
	All multimedia and effects work properly, and technical problems do not occur. 
All words are spelled and capitalized correctly.
	Most multimedia and effects work properly, and technical problems are resolved quickly.

Almost all words are spelled and capitalized correctly.
	Most multimedia and effects work properly, but technical problems interrupt the presentation.

Several words are misspelled or capitalized incorrectly.
	Multimedia or effects do not work properly, or technical problems make the presentation difficult to understand. 
Many words are misspelled and capitalized incorrectly.
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Task: Create a presentation from the outline of your expository essay.

Goal: Show that you can identify and use a presentation application’s menus. 

You may want to review an example of a presentation draft before you begin. 

See the example:
Microsoft Powerpoint* | PDF
Key Concept

What if your teacher asked you to explain your topic to a live audience? For example, you might be asked to share your results with your class, parents, or community members. You could give copies of your essay to everyone, but giving a presentation could make your essay even more engaging.

When you have the opportunity to present your work to a live audience, make the most of it! You can use a multimedia presentation to explain your topic in a way that is entertaining as well as interesting and informative. A multimedia presentation uses words, numbers, symbols, images, audio, and video to explain a topic. It explains your topic in a visual and way and can be interactive.

In most cases, you use a multimedia presentation to help explain your topic to a live audience. The presentation shows and illustrates the main points of your topic. During a presentation, you can interpret the main points, give interesting details, and answer questions from audience members. However, an audience can also view a multimedia presentation like a video.

Specialized applications help you create and deliver multimedia presentations. Presentation applications are software programs that allow precise control over the appearance and timing of a presentation. You need a projection device to display your presentation to an audience. Many kinds of software and hardware can be useful when you work with multimedia.

Next to Vocabulary >
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Words to Remember

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

New Words

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

Hardware: Any physical device that is part of a computer or can be used with a computer.

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

Input: Data entered into a computer.

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

Output: Data produced by a computer.

Peripheral: Any device that can provide input to a computer or accept output from a computer.

Presentation: An explanation of a topic given in the presence of an audience.

Presentation Application: A software application designed to create multimedia presentations.

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

Software: Any computer program and any information included with the program.

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.

Word Processing Application: A software application designed to create 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.
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Learning from the Web

A slideshow presentation can help you explain a topic to a live audience. Slideshows can help you make your explanation entertaining as well as interesting and informative. Explore some Web sites to learn about the tools you need to create and deliver an effective presentation.

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 presentation tools, keep those in mind too.

Guiding Questions

· What are the main parts of a presentation?

· How does a presentation application help create the main parts?

· What is a peripheral and what do all peripherals have in common?

Web Sites

Software Application: PowerPoint
· The 10 Most Common PowerPoint Terms* from About*

· Choosing a Template and Creating a New Slide* from Internet4Classrooms*

· Adding, Moving, and Formatting Text* from Internet4Classrooms*

· The Standard Toolbar* from Internet4Classrooms*

· 10 PowerPoint Tutorials for Beginners* from About*
Software Application: Open Office Impress

· Open Office Impress* from Open Office*

· Open Office Impress Tutorial* from GCF Global Learning*

Hardware Tools

· Multimedia Projectors* from Vivid Light Photography*

· How USB Ports Work* from How Stuff Works*
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Read about some tips to help you use presentation software.

Read more >
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 presentation tools. 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.

Working with Presentation Tools

If you have access to some common technology tools, you can create and deliver an interesting, informative, and entertaining presentation. Many technology tools can help you create and deliver an effective presentation, but you must have access to three essential tools to create and show a slideshow presentation:

· An application to create the presentation

· A computer to run the presentation application

· A projection device to display the presentation

Presentation Software
Presentation applications use words, numbers, symbols, images, audio, and video to help you explain a topic. They are based on slides that hold content. You show the slides when you deliver your presentation. Presentation applications can make creating entertaining presentations easy. Unfortunately, they can also make creating confusing presentations easy. The results you get with any technology tool depend on your knowledge, effort, and skills.

Presentation applications have a graphical user interface (GUI). A presentation GUI is very similar to the GUIs in applications you have probably used more frequently, such as word processing applications. 

Presentation Hardware

Delivering a slideshow presentation to an audience requires a projection device connected to a computer. A projection device is an example of a peripheral, a device that can provide input to a computer or accept output from a computer.

A projection device needs these features to work:

· Projection. The most common type of presentation projection device is the LCD (liquid crystal display) projector. Other types include DLP (digital light processing) and RGB (red, green, and blue) projectors. You can also use a television monitor to display a presentation for a smaller audience. For any kind of projection device, the most important qualities are brightness and resolution. Brightness is measured in lumens, a standard measure of light. More lumens mean a brighter picture that is easier to see. Resolution is measured in pixels, an abbreviation of picture elements. More pixels mean a clearer and sharper image.

· Universal serial bus (USB). Projectors and other peripherals must be connected to a computer to provide input or accept output. In the past, peripherals used various types of connections, such as parallel ports, serial ports, and S-Video ports. Today, USB technology provides a single, high-speed port for any kind of peripheral. USB cables have an A connector that plugs into the computer and a B connector that plugs into the peripheral. As a result, incorrectly connecting a USB device to a computer is nearly impossible. USB devices are also plug-and-play and hot-swappable. Plug-and-play means that a peripheral is configured automatically when you plug the device into a computer. Hot-swappable means you can plug and unplug the peripheral while the computer is running.
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Presentation Application Menus

The presentation software GUI provides menus that list the actions a user can take. The GUI also provides icons that represent commands on the menus. Icons are grouped together on toolbars.
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Use the Intel® Education Help Guide to learn technology skills.
Multimedia

##Start multimedia software#skillid=MM_1.1##
##Add slide#skillid=MM_3.1##
##Save presentation#skillid=MM_1.9##
##Use Standard toolbar#skillid=MM_1.3##
##Use Formatting toolbar#skillid=MM_1.4##
##Search the Help Guide#skillid=null##
What to Do

Complete the following task to show what you have learned about presentation tools. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a presentation draft before you begin. 
Task: Create a presentation from the outline of your expository essay.

Goal: Show that you can identify and use a presentation application’s menus. 

See the example: Microsoft Word* or PDF

1. Start a new presentation.

2. Put the title of the presentation, your name, and the date on the title slide.

3. Use the Insert menu to create slides from the outline of your expository essay.

4. Make sure all of your main points and supporting points are visible in the presentation.

5. Remember to save your presentation frequently while you work. 

6. Review the checklist and make sure your presentation is complete.

7. The people who view your presentation are your audience. Think about your audience and consider where and how they will be viewing your presentation. If necessary, revise the text of your slides to be more appropriate for the audience and location.

8. Use the Edit and Format menus to clean up your presentation.

9. Check with your teacher to make sure you have correctly inserted, edited, and formatted slides from your essay outline into your presentation.

10. Share your presentation.
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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 presentation tools. 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 menu allows you to change the layout or appearance of a slide?

· Edit [Try again. The Edit menu contains commands for managing content but not for changing how it looks.]
· Format [Correct! The Format menu allows you to select layouts and change the appearance of slides.]
· View [Try again. The View menu controls how slides are displayed and how the GUI looks but not the contents of the presentation.]
2. What part of a presentation application’s GUI is not shared by most other applications?

· File menu [Try again. Almost all software applications have a menu that at least includes commands for creating, opening, and saving files.]
· Insert menu [Try again. Most software applications have an Insert menu, although different objects can be inserted in various applications.]
· Slide Show menu [Correct! Presentation applications are based on slides that hold all of the content. The Slide Show menu controls how the slides are displayed when you deliver a presentation.]
3. What is the most important advantage of the universal serial bus?

· It allows many different peripherals to be connected to the same port. [Correct! USB can replace the many different kinds of ports that various peripherals used to require.]
· It has different connectors for the computer and the peripheral. [Try again. Having an A connector and a B connector is an important advantage of USB technology, but this approach is not unique to USB connections and another advantage is more important.]
· It can project a brighter image that is easier to see. [Try again. Brightness is determined by the projection device, not by how the device is connected to a computer.]
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Task: Create a visual design for your presentation.

Goal: Show that you know how to apply basic design principles to presentation tools.

You may want to review an example of a presentation with design elements before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Which is easier for you to remember—something you hear or something you see? Visual representations of information can make a strong impression on most people. When you give a presentation to an audience, its visual design has as much impact as the words you say.

Graphic design is the art of creating publications and presentations that capture and hold the attention of readers and viewers. Graphic design uses type and graphics to make publications and presentations more visually appealing.

Presentation tools provide the technology you need to create a slideshow presentation. Graphic design provides the knowledge and skills to use the technology tools effectively. Some basic design principles can help you get the most out of your presentation tools.

A quality presentation looks good, is easy to read from a distance, and communicates a message. Can you produce a quality presentation? 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 about presentation 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.

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.

Type: A style of letters and numbers used in a publication or presentation.

White Space: An area of a publication with no type or graphics.

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.

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.

Graphics: Using pictures and other visual elements to communicate information.

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

Presentation: An explanation of a topic given in the presence of an audience.

Presentation Application: A software application designed to create multimedia presentations.

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

Proofread: Read to find problems with writing mechanics before a document is shared with an audience.

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.
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Learning from the Web

How can you make your presentation capture and hold the attention of your audience? Explore some Web sites about effective presentations and graphic design. Learn how to use graphic design to make your presentation more visually appealing.

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 presentation design, keep those in mind too.

Guiding Questions

· What should you do when creating a presentation?

· What should you not do when creating a presentation?

· What design principles can you use to improve your presentation?

Web Sites

Visual Design

· Top 9 Tips for Students* from About*

· 10 Tips for Designing Effective Presentation Visuals* from 3M* 

· Principles of Design* from About*

· Examples of Principles of Design* from About*

Special Effects

· Animating Text* from Internet4Classrooms*

· Creating Transition between Slides* from Internet4Classrooms*

· Add Transitions to PowerPoint Slides* from About*

· Apply an Animation Scheme to a PowerPoint 2003 Presentation* from About*
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Read about some basic design principles to help you create a quality presentation.

Read more >
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 presentation 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.

Designing a Slideshow Presentation

A quality slideshow presentation looks good, is easy to read from a distance, and communicates a message. Creative use of color and fonts can make a presentation more visually appealing. Images, audio, and video can communicate a lot of information very quickly. Special effects such as animations and transitions can add action and momentum to the presentation. 

Presentation Dos and Don’ts

You can apply basic principles of design to what you learned about presentation tools. Use design elements correctly and sparingly. Your design should not look cluttered or be difficult to read or view. You want your audience to understand your message clearly

Some basic “dos and don’ts” can help you design a quality presentation:

What to Do When You Design a Presentation

· Focus on a single concept on each slide

· Use key phrases from your main points as titles

· Use fewer than five bullet points and keep the text simple

· Use key phrases from your supporting points as bullets

· Maintain a consistent look and feel by repeating colors and fonts

· Use contrasting colors for text and background

· Use fonts that are easy to read from a distance

· Align fonts and graphics so that they are easy to view

· Leave white space and balance the content of each slide

· Add multimedia that conveys information about the topic

· Add special effects when they serve a specific purpose

· Check spelling

· Use consistent punctuation

· Proofread the presentation

What Not to Do When You Design a Presentation

· Put more than one main idea on a slide

· Write long titles that require two lines or a small font

· Use more than five bullet points on a slide

· Try to include every detail from your essay on a slide

· Use too many colors or fonts

· Use colors or fonts that are difficult to read from a distance

· Feel like you need to fill up every inch of a slide

· Add multimedia that is unrelated or weakly related to the topic

· Add special effects that disrupt the flow of the presentation

· Think that spelling and punctuation are unimportant in a presentation
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Design Principles
Six basic design principles can help you create a quality presentation. 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 presentation that captures your audience’s attention and is easy to read and understand.

The six principles of graphic design are:

· Alignment makes your presentation easy to see and read. Well-aligned type and graphics complement each other without obstructing other elements.

· Balance sets the tone for a presentation. An even distribution of type and graphics can make a presentation more soothing or serious. An uneven distribution of type and graphics can make a presentation more active or amusing.

· Contrast directs the audience’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 the audience follow the logic of a presentation. If every type and graphic looks different, the audience may get lost quickly. If similar elements have the same look, the audience can follow along easily.

· White space gives the audience’s eyes a rest. If every inch of a presentation is filled with type or graphics, the audience may become overwhelmed. White space does not have to be white. It can be any color as long as the space is empty and the audience does not have to focus on it. 
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What to Do

Complete the following task to show what you have learned about presentation design. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a presentation with design elements before you begin. 
Task: Create a visual design for your presentation.

Goal: Show that you know how to apply basic design principles to presentation tools.

See the example: Microsoft Word* or PDF

1. Open your presentation. 

2. Use what you learned about visual design to enhance your presentation. 

3. Remember to save your presentation often while you work. 

4. Check with your teacher to make sure you followed the basic guidelines for creating an effective presentation. 

5. Check the spelling and grammar of your presentation. 

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

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

8. Share your presentation.
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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 presentation 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 design principle helps the audience follow the logic of a presentation?

· Repetition [Correct! Giving similar elements the same look helps the audience follow along easily.]
· Alignment [Try again. Alignment can make a presentation easier to read, but it does not necessarily help viewers follow a presentation’s logic.]
· White space [Try again. What space can make a presentation easier for eyes to view, but it does not necessarily help the audience follow the presentation’s logic.]
2. How can you make a presentation easier to read?

· Use contrasting colors for text and background [Correct! Contrasting colors can make text easier to read because the text will stand out from the background.]
· Use many font styles, sizes, and colors [Try again. Using many font styles, sizes, and colors can attract the audience’s attention, but this approach can also make a slide difficult to read.]
· Use key phrases from your main points as titles [Try again. Using key phrases from your main points for slide titles is a good idea, but another answer is better.]
3. How can you make a presentation more visually attractive?

· Do not use too many formatting features [Try again. Limited use of formatting features can make a presentation visually attractive, but another answer is better.]
· Use different font styles and sizes [Correct! Using different font styles and sizes can help make a presentation more visually attractive.]
· 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: Find some images, audio, or video on the Internet. 

Goal: Show that you can find and use multimedia that enhances your presentation and helps explain your topic.

You may want to review an example of a media citations document before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Have you ever thought about how computers store and display images, audio, and video? Each type of media comes in many different formats. Do you know how to recognize the format of a multimedia file? 

A few well-chosen images and audio or video clips can greatly enhance almost any presentation. Will the media help explain your topic, or will it merely entertain your audience? Will the media capture your audience’s attention, or will it distract your audience from the topic? Finding the most effective multimedia for your presentation requires some work.

Many Web sites contain images, audio, and video. Some sites are great sources of clip art multimedia. Most search engines allow you to look for images and video specifically. To search for images and video, you use keywords just like any other search, but you instruct the search engine to find images or videos only. Your hits are images or videos instead of text-based Web pages.

Have you ever downloaded an audio or video clip that would not play on your computer? If so, you know the frustration of not being able to use the media you want. Knowing common multimedia formats helps you find and use the most effective images, audio, and video in your presentation. 
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Words to Remember

This page gives basic definitions for some important terms that can help you learn about multimedia formats. 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.

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

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.

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

Presentation: An explanation of a topic given in the presence of an audience.

Presentation Application: A software application designed to create multimedia presentations.

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 multimedia formats, keep those in mind too.

Guiding Questions

· What are the strengths and weakness of various multimedia formats?

· How can you find multimedia to enhance your presentation?

Web Sites

Multimedia File Formats

· File Formats and Extensions* from Learn the Net*

· Image File Formats* from A Few Scanning Tips*

· How to Download Files* from Learn the Net*

· How MP3 Files Work* from How Stuff Works*
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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 various multimedia formats. 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.

Multimedia File 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 files use. When you download a file from the Web, you should pay attention to its format. All formats are good for some purposes but not for others.

Image Formats

Images can be saved in many 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 modern 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.

Audio Formats

Sounds, like images, can be saved in many formats. One audio format that almost everyone is familiar with is MP3. Most audio formats were developed for either the Mac or Windows operating systems However, players are available to support most formats on both platforms. 

· AIFF (Audio Interchange File Format) is a very high quality audio format that was developed by Apple*. It is not a common audio format on the Internet because files sizes are relatively large, but it is often used in recording sound because it can be easily converted to other formats.

· MP3 (MPEG-1 Layer 3.) is probably the most popular audio format on the Internet. It is popular primarily because it can store CD-quality music in relatively small-sized files. MP3 is also multiplatform, which means it works easily on a Mac and Windows operating system.

· WAV (Waveform) was an early and very common audio format for Windows, but it can also be used on a Mac operating system. It is not a common audio format on the Internet because uncompressed WAV files can be very large.

· WMA (Windows Media Audio) is a relatively new audio format developed by Microsoft* for the Windows operating system. It can provide high-quality sound in compressed file sizes, but it is not as common as MP3.

Video Formats

Video, like images and audio, can be saved in many formats. Unlike image and audio formats, no video format appears to be the most popular format on the Internet.

· AVI (Audio Video Interleave) is a common video format for the Windows operating system. Like the WAV audio format, it has become less popular as the Internet has become the most common way to distribute audio files.

· MOV or QT (QuickTime Movie) was created by Apple and included with every Mac. Apple has developed a player for QuickTime that runs on Windows. You can play a QuickTime movie on a Windows operating system if the player has been downloaded and installed.

· MPG or MPEG (Motion Picture Experts Group) is a video format from the same organization that developed the MP3 audio format. The MPEG standard has different versions. MPEG-1 is a relatively common video format on the Internet because its compression produces small files. MP3 is the audio layer in MPEG-1.

· WMV (Windows Media Video) is a relatively new video format developed by Microsoft for the Windows operating system. Microsoft has developed a player for Windows Media for the Mac operating system. You can play a WMV file on a Mac if the player has been downloaded and installed.
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What to Do

Complete the following task to show what you have learned about multimedia formats. While you work through the task, think about whether you are achieving the goal. You may want to review an example of a media citations document before you begin. 
Task: Find some images, audio, or video on the Internet. 

Goal: Show that you can find and use multimedia that enhances your presentation and helps explain your topic.

See the example: Microsoft Word* or PDF

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

2. Use one of the Web sites or search engines below to find multimedia. The media should help to explain the topic of your expository essay.

Clip Art Sources

· Discovery School's Clip Art Gallery* from Discovery School*

· Clipart for Kids* from Kidz Page*

· Classroom Clipart* from ClassroomClipart*
Image Search for Kids

· KidsClick! Picture Search Tools* from KidsClick*

· Pics4Learning* from Tech4Learning*

Image Search for Everyone

· Image Search* from Yahoo!*
· Image Search* from Google*
Multimedia Links

· Clip Art and Media* from Microsoft*

· Online Speech Bank* from American Rhetoric*

· American Memory Project: Sound Recordings* from Library of Congress*

· American Memory Project: Motion Pictures* from Library of Congress*

· Graphics* from Internet4Classrooms*

3. Download the media to your computer. Ask your teacher for help if you are not sure where to save the files.

4. Cite the source of the media, including the URL, in your word processing document. Briefly describe the media and explain how you think it would enhance your presentation and help explain your topic.

5. Check with your teacher if you are not sure whether an image, audio, or video can help explain your topic.

6. Find and cite at least three images and one audio or video clip to add to your document.

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

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

9. Share the media you found for your presentation.
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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 multimedia formats. 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 by removing data?

· GIF [Try again. GIF is popular on the Web and GIF files are small, but the GIF format does not reduce file size by removing data.]
· JPG [Correct! The JPG format can adjusts file sizes by removing data from images.]
· TIF [Try again. TIF is not a common image format on the Web.]
2. What audio format is very popular on the Internet because it can store relatively high quality sound in relatively small files?

· AIFF [Try again. AIFF is not common on the Internet because AIFF file sizes are relatively large.]
· MP3 [Correct! MP3 is very popular on the Internet because it can store CD-quality music in relatively small files.]
· WAV [Try again. WAV is not common on the Internet because WAV file sizes are relatively large.]
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.]
· File compression [Try again. While a file format may tell you how a file is compressed, you cannot observe file compression directly.]
· Filename [Try again. The filename should describe the content of a file, but it does not tell you the format of the file.]
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Task: Determine the copyright status of the multimedia you found.

Goal: Determine when to obtain permission to use multimedia from the copyright holder.

You may want to review an example of media copyright information before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

Have you ever created something that made you feel proud? Maybe you wrote a moving short story or took a beautiful photograph. If you have, you know that it takes a lot of hard work to create something original, whether it is a work of art or a new invention.

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 for certain purposes. You usually do not need permission for limited use in school projects.

What if you want to show your presentation to an audience outside of your school? In that case, you must get permission from the owners of any copyrighted works you have used. Whenever you have any doubts about whether you need permission, you should get it.

Most images, audio, and video on the Web are copyrighted. Do you know how you can and cannot use copyrighted works? Learn when you can use an image, audio, or video without permission. Find out how to get permission to use copyrighted multimedia in your presentation.
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Words to Remember

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

New Words

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.

Public Domain: Creative works that may be used without permission because the copyright has expired. 

Review Word

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, audio, or video?

· What are the limits on fair use of a copyrighted image, audio, or video?

· When should you get permission to use a copyrighted image, audio, or video?

Web Sites

Copyright and Fair Use

· 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*

Adding Multimedia to a Presentation

· Inserting an Image into a Slide* from Internet4Classrooms*

· Using Sound in a Slide Show* from Internet4Classrooms*

· Insert a Picture into a PowerPoint Slide* from About*

· Moving and Resizing Pictures and Text Boxes in PowerPoint* 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 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.

Copyright and Fair Use Laws

Copyright laws protect the works of authors, artists, musicians, and others who produce original creations. 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. 

The limits to using copyright works without permission for school projects are: 

· 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).

· You may use a maximum of 30 seconds of audio or 10 percent of the audio’s total running time (whichever is less). For music, this limitation applies to the words in a song as well as the sound.

· You may use a maximum of 3 minutes of a video or 10 percent of the video’s total running time (whichever is less).

· Fair use for a school project expires two years after the project is completed.

Fair use only applies to audiences within your school. It does not apply to a school project that is shared with an audience outside your school. For example, fair use would not apply if your teacher posted your multimedia presentation on your school’s Web site. You must get permission to use any copyrighted images, audio, or video before you share a school project with an outside audience.

You should always give credit to the creator of an image, audio clip, or video. You cite the source of an image, audio clip, or video 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 media copyright information before you begin. 
Task: Determine the copyright status of the multimedia you found.

Goal: Determine when to obtain permission to use multimedia from the copyright holder.
See the example: Microsoft Word* or PDF

1. Open the document containing your media citations.

2. Check the Web sites where you found your media for copyright information. 

3. Record the copyright status of each image, audio clip, or video cited in the document.

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

5. Add the media to your presentation.

6. Discuss the following points with your teacher:

· If your presentation is covered by fair use

· If you need to get permission to use any of the media

· How you can get permission from the creators of the media

7. Get any permission you may need to use the images in your presentation.

8. 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 without permission?

· Use any copyrighted video in a school project [Try again. Fair use of copyrighted video is limited, even for school projects.]
· Use a limited clip from a copyrighted video in a school project [Correct! You may use up to 3 minutes of a video or 10 percent of the video’s total running time, whichever is less.]
· Use a limited clip from a copyrighted video for any purpose [Try again. Fair use usually only applies to education or nonprofit purposes.]
2. When should you cite the source of an image, audio, or video you use in a school project?

· You should always cite the source of an image, audio, or video. [Correct! You should cite the source of any image, audio, or video whether it is copyrighted or not.]
· You should cite the source of an image, audio, or video if it is copyrighted. [Try again. You should cite the source of a copyrighted image, audio, or video, but another answer is better.]
· You should cite the source if you use the entire audio or video. [Try again. You should cite the source after you get permission to use the audio or video, but another answer is better.]
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: Deliver your multimedia presentation to an audience.

Goal: Show that you can explain your topic by delivering an interesting, informative, and entertaining multimedia presentation.
You may want to review an example of a final presentation before you begin. 

See the example:
Microsoft Word* | PDF
Key Concept

How can you make sure your presentation is a success? For many people, speaking in front of an audience can be challenging and intimidating. Delivering a presentation to an audience is a performance—and you are the star!

What is the secret to delivering an interesting, informative, and entertaining presentation? The secret is that delivering a successful presentation has no secrets! Anyone can deliver a successful presentation by following some basic guidelines. 

Preparation is the most important part of any performance. How can you prepare to deliver a slideshow presentation? First, you can review and revise your presentation, and that includes spell checking and proofreading your slides. Then, you can practice, practice, practice! Finally, you can make sure that you know how to use the equipment you will need to conduct your presentation.

If you are well-prepared when the big day comes, you just have to do what you practiced. You should not be uncomfortable because you are prepared for anything. Speak to your audience in a professional but conversational tone, as if you are explaining the topic to your teacher.
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Words to Remember

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

New Words

Conversational: A casual or informal manner of exchanging information or ideas.

Professional: Meeting standards of behavior appropriate for work places.

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.

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

Hardware: Any physical device that is part of a computer or can be used with a computer.

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

Input: Data entered into a computer.

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

Output: Data produced by a computer.

Peripheral: Any device that can provide input to a computer or accept output from a computer.

Presentation: An explanation of a topic given in the presence of an audience.

Presentation Application: A software application designed to create multimedia presentations.

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

Software: Any computer program and any information included with the program.
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Learning from the Web

Explore some Web sites about delivering a slideshow presentation. Learn how to prepare and practice to make sure your presentation is interesting, informative, and entertaining.

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 delivering a presentation, keep those in mind too.

Guiding Questions

· How can you prepare to deliver a successful presentation?

· What should you try to accomplish during your presentation?

· What should you try to avoid during your presentation?

Web Sites

· 12 Tips for Delivering a Knockout Business Presentation* from About*

· How to Lose an Audience in 10 Easy Ways* from About*

· How to Connect an LCD Projector* from Bernie School District*

· Setting up Your Projection Device* from Chimacum Middle School*
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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 delivering a presentation. 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.

Preparing to Deliver a Presentation

Do the following before delivering your slideshow presentation:

· Choose Slide Sorter from the View menu

· Make sure all your slides are logically ordered

· Make sure you can find all your main points quickly

· Run the slideshow from either the View or Slide Show menu

· Make sure all special effects work as expected

· Check your visual design for places where the audience could lose interest

· Check your spelling
· Proofread each slide

· Practice delivering the presentation in front of a mirror, a friend, or a trusted adult

· Use the View menu to add any notes you need

· Practice the presentation as if you are in front of your real audience

· Try to anticipate what questions your audience might ask

· Practice responding to questions

· Make sure that you can stop the presentation and move around among slides

· Time yourself and include time for questions and answers

· Make sure you know how to connect and use the projector

· Set the projector up in the room if you can

· Put the presentation file on the computer connected to the projector

· Make a backup copy of the presentation on a flash drive

· Print your notes pages in case the projector fails

Delivering a Presentation

Be sure to do the following on the day of your presentation:

· Wear appropriate clothing 

· Be prepared to give your presentation at any time

· Speak to your audience in a professional but conversational tone

· Summarize the main points on your slides instead of reading from them or reciting them from memory

· Make eye contact with several audience members

· Watch your audience to make sure that they are understanding your presentation
· Watch the time and try to stay on the schedule you practiced

· If you get behind, do not try to catch up by talking faster

· If you need to make up time, omit some of the less important points 

· Remember that audience attention is highest during the introduction and conclusion

· Remember that your audience is more interested in the main points than in details

· Emphasize each main point to keep your audience interested
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What to Do

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

Task: Deliver your multimedia presentation to an audience.

Goal: Show that you can explain your topic by delivering an interesting, informative, and entertaining multimedia presentation.

See the example: Microsoft Word* or PDF

1. View your presentation as a slideshow and make any adjustments needed.

2. Check spelling and proofread your presentation.

3. Practice delivering your presentation.

4. Make sure that you know how to connect and use a projection device.

5. Deliver your presentation to an audience.

6. Discuss your presentation with someone who was in the audience. Discuss the audience member’s reaction to your presentation. 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 or understand?

· What did the audience member learn from audience member find most and least interesting?

· What questions did the audience member have that were not answered in your presentation?
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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 delivering a presentation. 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 delivering a slideshow presentation?

· Preparing and practicing [Correct! Preparation and practice are the most important parts of any performance.]
· Connecting the projector [Try again. Making sure you know how to connect and use a projection device is important, but another answer is better.]
· Including audio and video [Try again. Including audio and video that help explain a topic can enhance a presentation, but another answer is better.]
2. What part of the presentation application GUI can you use to view and change the order of your slides if they are not logically ordered?

· View [Correct! you can use the View menu to run the slideshow as it will be displayed for delivery, see all slides on one screen, and change the order of slides.]
· Insert menu [Try again. You can use the Insert menu to add slides or media to a presentation, but it does not help you to make sure that slides are logically ordered.]
· Slide Show menu [Try again. You can use the Slide Show menu to view the presentation as it will be displayed for delivery, but you cannot use it to change the order of slides.]
3. Which of the following actions should you do when you deliver a presentation?

· Make eye contact with the audience [Correct! Making eye contact helps establish a conversational tone, as if you were speaking only to one or two people.]
· Read your slides to the audience [Try again. You should never read your slides to your audience. Your slides should be designed so that your audience can read the slides themselves.]
· Talk faster if you get behind [Try again. If you need to make up time, you should omit some of the less important points you planned to make.]
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Thinking about Learning

What have you learned in this module? You explored how to use technology tools for presenting a topic to an audience. You designed an effective presentation. You found and downloaded images, audio, and video from the Internet, being careful to use them legally. You delivered your presentation to a live audience.

You have learned:

· How to use presentation tools to explain your topic to an audience

· How to apply basic design principles to make your presentation more effective

· How to find multimedia that enhances your presentation and helps explain your topic

· How to observe copyright laws when you use multimedia in your presentation

· How to deliver an interesting, informative, and entertaining presentation
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Checklist for Multimedia Presentation
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 complete the task for each activity. Ask your teacher for help if you have any questions about the checklist.

Activity 1: Presentation Tools

Task: Presentation Draft

· Open a new presentation and type your name, data, and a title on the title slide

· Using the Insert menu, create slides from your expository essay outline

· Create slides with:

· Main points visible

· Supporting points clear

· Consider your audience and make sure your content is appropriate

· Use the Edit and Format menus to organize your content and create the appearance that you want 

· Save your presentation

Activity 2: Presentation Design

Task: Presentation Design

· Open your presentation and add design elements

· Use design elements to enhance your presentation

· Make sure that your slides:

· Focus on one concept per slide

· Use key phrases from your main points as titles

· Use bullet points with simple text

· Use phrases from supporting points as bullets

· Use color and fonts consistently

· Use contrasting colors for text and background

· Use fronts that are easy to read from a distance

· Align fonts and graphics

· Leave white space and balance the content

· Include multimedia that adds information about the topic

· Use special effects to serve a purpose

· Check the spelling and grammar of your presentation

· Save your presentation

Activity 3: Multimedia Formats

Task: Media Citations

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

· Find at least three images and one audio or video clip for your presentation

· Make sure that the multimedia enhances your presentation

· Cite the sources for the multimedia

· Explain how you think each multimedia piece enhances your presentation and explains your topic

· Save your document

Activity 4: Copyright and Fair Use

Task: Media Copyright Information

· Open your media citations document

· Find and record the copyright status of each image, audio, or video

· Get permission for any of the images, audio, or video if necessary

· Save your document

· Add the media to your presentation

Activity 5: Presentation Delivery

Task: Final Presentation

· Open your presentation

· Check the spelling and proofread your presentation

· Practice delivering your presentation. 

· When you practice, remember to:

· Review your slide order

· Run the slideshow from View or Slide Show menu to make sure your slides are ready to present

· Practice in front of a mirror, a friend, or an adult

· Make sure you know how to connect and use a projector

· Set up a projection device 

· Deliver your presentation to an audience and be sure to:

· Dress appropriately

· Summarize and emphasize the main pints

· Make eye contact

· Make sure your audience understands everything

· Stay on schedule

· Answer questions

· Get feedback from an audience member
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Rubric for Multimedia Presentation
The main purpose of a rubric is to help you do your best work. What column best describes your multimedia presentation? Is all of your work best described by column 4? If not, what could you improve? 

	
	4
	3
	2
	1

	Content
	The presentation captures and holds the audience’s attention, thoroughly.

The presentation explains the topic in a smooth and logical order, and offers a new viewpoint or insight in a way that makes a lasting impression on the audience.
	The presentation captures the audience’s attention adequately.

The presentation explains the topic in a smooth and logical order, and offers a new viewpoint or insight; however, the content may not make a lasting impression on the audience.
	The presentation does not capture the audience’s attention throughout.

The presentation clearly states, adequately explains, and summarizes the topic; however, the content may not be engaging or may not be presented in a smooth and logical order.
	The introduction does not clearly state, adequately explain, or summarize the topic.



	Design
	Slide layouts are consistent and easy to read, and use a variety of design principles to attract and hold interest.
	Slide layouts are consistent and easy to read, but may not use design principles to attract and hold interest.
	Slide layouts are consistent, but may be too plain to hold interest or too cluttered for the audience to read.
	Slide layouts are not consistent and may be too plain to hold interest or too cluttered for the audience to read.

	Multimedia
	Images, audio, and video enhancements are credited, support and illustrate main points, and enrich the audience’s learning experience.
	Images, audio, and video enhancements are credited and carefully selected to support and illustrate important main points.
	Images, audio, or video enhancements are not credited or sometimes distract the audience from the content.
	Does not include images, audio, or video enhancements.

	Delivery
	Presenter maintains consistent eye contact, rarely refers to notes, and frequently interacts with the audience.
	Presenter makes frequent eye contact, sometimes refers to notes, and answers most questions.
	Presenter frequently refers to notes but makes some eye contact and answers some questions.
	Presenter does not make eye contact, reads from notes, or does not answer questions.

	Mechanics
	All multimedia and effects work properly, and technical problems do not occur. 

All words are spelled and capitalized correctly.
	Most multimedia and effects work properly, and technical problems are resolved quickly.

Almost all words are spelled and capitalized correctly.
	Most multimedia and effects work properly, but technical problems interrupt the presentation.

Several words are misspelled or capitalized incorrectly.
	Multimedia or effects do not work properly, or technical problems make the presentation difficult to understand. 

Many words are misspelled and capitalized incorrectly.
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Reflection on Multimedia Presentation
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 presentation tools

· What you learned about designing an effective presentation

· How you prepared to deliver your presentation

· What you liked about your presentation and what you want to do better next time
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