Guided Tour


This Guided Tour will give you a hands-on introduction to the resources in Bookshelf ’95. After you have completed the tour, you can use it to introduce your students to Bookshelf ’95, or as a model to write a lesson of your own.


Install Bookshelf ’95


If Bookshelf ’95 is already installed on your machine, you can move ahead to starting Bookshelf ’95. For system requirements, see the booklet inside the Bookshelf ’95 plastic case. 


Windows


Turn on your computer and start Windows. 


Place the Bookshelf ’95 disk into the CD-ROM drive.


If your CD drive uses a plastic disk holder, place the Bookshelf ’95 disk in the disk holder, then insert the holder into the CD drive.


Open the Program Manager window, click File to display the File menu, then click Run.


In the Command Line box, type the letter of the CD-ROM drive, a colon, a backslash and the word SETUP. For example, d:\setup.


Click ok, then follow the setup instructions shown on the screen.


Macintosh


Turn on your computer.


Insert the Bookshelf ’95 disk into the CD-ROM drive.


If your CD drive uses a plastic disk holder, place the Bookshelf ’95 disk in the disk holder, then insert the holder into the CD drive.


Double-click the Bookshelf Installer icon in the Microsoft Bookshelf 1995 folder, then follow the setup instructions shown on the screen.


�
Start Bookshelf ’95


Place the Bookshelf ’95 disk in the plastic disk holder (if required) and insert it into the CD-ROM drive.


In the group window or folder that contains Bookshelf ’95, double click the Bookshelf ’95 icon.


A word to the wise


Every time you start the Windows version of Bookshelf ’95, Bookshelf Daily brings you the Quotation of the Day or the Word of the Day.


Click Another to see another quotation.


Click Close.


View articles on a topic


The Table of Contents gives you a listing of all article titles in the Bookshelf ’95 resources. You’ll use the Table of Contents to find articles on nutrition.


Display the list of articles


Type nutrition in the Table of Contents.


Click the article title “nutrition” to open the list of articles and display �the first article.


Hear the defined word


In Bookshelf ’95, references are always available, ready to provide the information you need. Here’s a helping hand for everyone who has struggled with a standard dictionary pronunciation guide.


Click the audio icon to the right of “nutrition” to hear the word pronounced.


Click the colored phonetic pronunciation to display the Pronunciation Key.


Click outside the Pronunciation Key window to return to the definition.


View the next article


Browsing through the list of articles simplifies the task of locating the information you need.


Click the Next button.


Click the Down Scroll Arrow to view the rest of the article.


Whenever an article contains more information than can be displayed in a window, use the Scroll Arrows to display more of the article. The Scroll Box marks your place in the article.


Leave a note


As you view articles, you can add a note to any article so it will be easy to locate at a later time.


Click the Next button to see examples of the new nutrition labels.


From the Edit menu, choose Note.


Click Add Current Article.


As a reminder, type “Collect samples of new labels.”


Click ok.


Copy information into a document


Copying information is quick and easy. Simply select the material you want to copy, copy it, then paste it into a new or existing document.


Click the Copy button below the article.


Click Copy Picture.


Click ok.


Move to your word processor application, and, if necessary, open a new document.


Paste the information into the word processing document.


Return to Bookshelf ’95.


Print an article


Need a copy of the information? When you find the article you are looking for, printing is a straight-forward task.


Click the Print button below the article.


Click ok to print the article, or click cancel to return to the article without printing.


Search for specific articles


Use the Find Tab to conduct a full-text search in any book you select, or in all resources. Type the search word or phrase in the Find box.


Click the Find Tab.


Type junk food


Click Find!


Narrow the search


Why was the last article identified? A quick look at the article will provide the answer.


Click the title of the fourth article.


Note the highlighted words in the article.


The article contains the search criteria— “junk” and “food”—but not in the sense you intended. You can modify the criteria to focus the search


Type “junk food”


Because there are quotation marks around the phrase, the full text search will identify only the articles where the complete phrase “junk food” appears.


Click Find!


The list is narrowed to the three articles that contain the phrase “junk food.” Click the name of any article you want to view.


�
Create an Advanced Find


You can use operators such as and, or, not and near to define search criteria. This allows you to write specific criteria to pinpoint your search. Create an Advanced Find to locate the names of your Congressmen.


Type congress in the Find box.


Click Find!


The search identifies 1,330 articles. You need to narrow the list.


From the Tools menu, choose Advanced Find.


In the Find box, type congress and 1994


Using the operator and narrows the search to articles that contain congress and 1994 (the last election year).


Click Find!


The search identifies 100 articles. You’re heading in the right direction, but the search needs to be more focused.


Focus the search criteria


A quick review of the first article points to ways you can tighten the focus. The article contains general information about the 1994 election. You are looking for the winners of the 1994 election.


From the Tools menu, choose Advanced Find.


In the Find box, type congress and 1994 and “election winner”


Click Find!


The search identifies two articles for the One Hundred and Fourth Congress. View the articles to find the names you need.


Look at Animation & Video articles


You’ll use the Gallery Tab to explore multimedia articles in Bookshelf ’95. When you select a media, you sort the articles according to the type of media they contain.


Click All Books in the Book Bar.


Click the Gallery Tab.


Click Animation & Video.


Type h


Click “heart” in the list of articles.


If necessary, use the Scroll Arrows to move to the article title.


Click the illustration to open the animation.


When the animation is complete, click outside the animation box to return to the article.


�
Listen to an example


Click Audio.


Type b


Click “Bach, Johann Sebastian” in the list of articles.


Click the audio icon.


See related articles


Click See Also.


Click the title of an article you wish to view.


Get a view of the world


Use the Table of Contents to locate cities, states and countries in The Hammond Intermediate Atlas.


Click the Contents Tab.


Click the Atlas in the Book Bar to select it as the reference.


Not certain which icon is the Atlas? Point to an icon on the Book Bar, pause and Bookshelf ’95 will identify it.


Type China


Click “China” in the list of articles to display the map.


Listen to the map


Bookshelf ’95 adds the dimension of sound to help you correctly pronounce city, state and place names.


Click “Beijing.”


Click “Tianjin.”


View additional information


Click “China” on the map to see additional information about the nation.


Click outside the information box to return to the map.


The Year in Review


The Year in Review contains articles covering the noteworthy events, facts, people and places in 1994. The Year in Review also displays a video that recaps the highlights of 1994.


Click the Year in Review Tab.


Click the title of any article you wish to view.


Click the icon under the Year in Review window.


Return to an article


When you need to return to an article you saw earlier in the working session, use the Back List Tab to retrieve the article.


Click the Back List Tab.


Click the name of the article you want to review.


Options for your classroom


In some teaching environments, you may wish to customize Bookshelf ’95 for the classroom situation or the needs of your students. For example, you can use the Options command to select the color and size of the text and disable sound.


From the Tools menu, click Options.


Choose Interface Sounds.


Choose ok.
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