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“Microsoft Encarta Reference Library 2003”

An ACC Student Support Class

Using Encarta Reference Library 2003?

I. Purpose of Encarta Reference Library 2003

A. Encarta Reference Library 2003 is an advance reference suite that includes a DVD based multimedia encyclopedia, dictionary, thesaurus, world atlas and research organizer.  In the ACC the DVD is stored on one of the office servers for your convenience.

B. In addition Encarta has two other associated features, the “Web Center” and online, MSN Learning and Research.

C. This suite can be used to help develop a research paper.

II. Goals of Class

A. To learn the educational uses of Microsoft Encarta.
B. To learn how to use Microsoft Encarta to help organize research papers.
III. [image: image1.jpg]He Gt Vew Favortes Fesuss Ik tep
o . Encarta( P
© @
What's Inside
+ Article Center
Encydapedi Aices, Quoes,
- Maps Center
Word e, Hatorca Meps
A (mass number of ato o
oae s, Sounds, Videos, Arimations
as ¢ (quot —
 Homework Center
ABand (Anisotropicbal —— Encarta Researcher, Homework Starters,

A Beautiful rind (motic R .eferen ce
Aodtvre P L|brary 2003

* Online Center
Wb Center, M5 Learning

* Timeline Center
Dynaric Timelne, Africana Timelne.

* Tours Center

A Boy and His Dog Virtual Tours, Map Treks, Virtusl Fights,

ABoy's will
A Brand Plucked from t.
A Bridge Too Far

October 10

* Statistics Center
Chart Maker, Facts and Figures

* Games Center
| Geography Quiz, Mindtaze.

Cool Tools

* Encarta Updates
Clck o dawnload new artices and Web ks,

A Brief History of Lond:
A Brief History of Time.
3 & Brief Intr
A Bronx Tale
3 "4 Brueghel Nati

* Interactive World Atlas
S the world from many perspectives,

* Translation Dictionaries

A Chorus Line Learn Sparish, French, German and Italian,

A christmas carol (mot

ac 2
A Clockwork Orange (m
a

A close Shave

Pinpointer




Starting Encarta Reference Library 2003

A. Find the Encarta Reference Library DVD 2003 icon on the computer desktop screen. The icon should look like the one here on the right.

B. Point and double click it with the left mouse button.
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C. Note the “What’s Inside” and “Cool Tools” listed on the right side of the screen. (Circled in red)
D. Also, note the menu bar at the top.  It should look like:
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IV. How Do I Find / Search for / Research Information in Encarta

· Note: Underlined letters indicate hot keys that enable you to navigate using the keyboard and special function keys. For example:

· Press the “Alt” key and the “F” key. It should reveal pull-down menu for File.

· Press the “Alt” key and the “E” key. It will reveal the Edit pull-down menu. And so on.

A. Performing a simple search:
1. Decide on the topic for your search.
2. For example, if you wanted to find information about rain forests, you could enter “rain forest” into the “Find” (search) window as shown below:
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3. The results are shown below:
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4. Note the words “rain” and “forest” were put between quotes so that the search was for the phrase, “rain forest” only.
B. Performing an advanced search
1. You are given an assignment to determine how the destruction of the rain forests are impacting the environment.
2. To do an effective search, you need to keep the words “rain” and “forest” together while you add the key words, destruction and environment.
3. Your search string will look like: “rain forest” destruction environment.
4. The picture below is the result of an Encarta search:
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5. Note the differences in the left column from the previous search.
V. Using the Menu Bar

· Note 1: Commands that are “bright” or highlighted are ready for use.

· Note 2: Short cuts allow you navigate using the keyboard arrows.

A. The File
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1. Print – (Ctrl + P, or press the letter “P” on the keyboard) Use this to print an article that you have selected or media.

2. Exit – (Press X on the keyboard) Use this to close Encarta and end your session.

· If the option you want is shaded, it means that function is not available to you at this time.

B. The Edit Pull-down Menu (Alt + E):
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1. Copy - (Ctrl + C or “C”) Use this to copy a selected article or Media content.

· Note: If you only want a portion of an article, bring the cursor to the beginning of the paragraph. Hold the left button down and drag the mouse to the point where you want the article to end.

2. Add to Researcher – Add text and Media to a tool that helps you organize and build reports.

3. Find in Encarta – Click to search for a word or phrase in Encarta.

4. Find in this Article – Click to search for a word or phrase within this article.

5. Find in MSN Learning & Research – Click to search for a key word on the MSN Learning and Research Web Site.  On this site you will find …

6. Find in Web Center – Click to search for a key word in Encarta Web Center.

C. The View Pull-down Menu (Alt + V):
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1. Go to – you are given the option of navigating Back, Forward or to the Homepage.

2. Closed Captioning (Short cut: Ctrl + L) – this will allow you to see text captions for audio clips, videos, animations and multimedia.

3. Article Text Size – this will allow you to choose a font size to view an article or media.

D. The Favorites Pull-down Menu (Alt + A):
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1. Add to Favorites – Click to save a web location that you want to visit again.
2. Organize Favorites – Click to create, move, or delete folders for your favorite locations.
E. The Features Pull-down Menu (Alt + U):
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1. Articles –  Start here to access the many types of ‘article content’ Encarta has to offer:
a. Under Articles Center – Double click on the article you want to read on the right hand column, such as:

-Encyclopedia Articles


-Opens a Pinpointer list of encyclopedia articles.

-Africana Articles


-Opens a Pinpointer list of Encarta Africana articles.

-Country List


-Opens a list of all countries described in the encyclopedia.

-Sidebars


-Opens a Pinpointer list of all Sidebars from the encyclopedia.

-Quotations


-Opens a Pinpointer list of famous quotations.

-Literature Guides


-Opens a Pinpointer list of summary and background articles on works of 


  literature.

-Archives


-Opens a Pinpointer list of all Archive articles.

-Africana Library of Black America


-Opens the Africana Library of Black America collection of African-


  American literary and historical writings.

-Dictionary


-Click here to find a definition using the Encarta Dictionary Tools.

b. For Example – you want to find the famous Quotations:

b1.
Double click on the Quotations under Articles Center on the right hand 
column.

b2.
Double click on the Quotations on the left hand column you want read.     

2. Map – Start here to see an atlas or a map specific to your area of interest:
a.
Under Maps Center – Double click on the map you want on the right    



hand column, such as:



-World Atlas




-View the world using customizable map styles, zoom in views, and 




  latitude-longitude points.



-Historical Maps




-View maps charting different historical events such as military 




  expeditions and migrations of peoples.



-Map Treks




-Opens a list of geographic features and concepts you can explore using 




  different map styles.



-Africana Africa Map




-View various maps of the African continent.



-Africa to the Americas




-View maps of African slave trade routes.


      b.
For Example – you want to find the country name Laos.



b1.
Double click on World Atlas



b2.
Rotate the globe to the right by click twice on the mini arrow on the right 




column.



b3.
Move the mouse over to Asia and click on it.
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b4.
Then click on map.



b5.
Move the mouse over to China and click on it.
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b6.
Then click on map.



b7.
Here is Laos.
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3. Homework – Start here to find all the tools you’ll need to get your homework done 
     well and ahead of time:

      a.
Under Homework Center – Double click on the help you want on the right hand column such as:
 



-Book Tools




-Dictionary




-Thesaurus




-Translation Dictionaries



-Report Tools




-Encarta Researcher





-Click to open the Encarta Researcher report-building tool.




-Homework Starters





-Click here for advice on how to organize a project or write a 





  report.




-Literature Guides





-Click here for summary and background articles on great works of 





  literature.



-Charting Tools




-Chart Maker





-Using this tool to create pie charts, bar charts, and line charts.




-Chart and Tables





-Click here for a list of all Encarta quick facts and statistical 





 comparisons.




-Country Statistics





-View comparisons of national statistics such as economic figures, 





  literacy rates and life expectancy.




-Statistics Interactivity





-View maps and tables comparing global statistics such as 





  education, health, economy, and trade figures.




-Climate Chart Interactivity





-Opens charts comparing worldwide city climates.




-Population Chart Interactivity





-Opens charts comparing populations statistics across the U.S. and





  Canada.



-Parent and Teacher Tools




-Curriculum Guide





-Click to access lists of Encarta content suited for different grade





  levels and classroom subjects.


     b.
For Example – you want to find the meaning of a word:



b1.
Click on the Dictionary under the Bookshelf Tools on the right hand 




column.



b2.
Type in a word like Buddha in the Find box and click on Go.

[image: image18.png]Argun (river, Asia) e Lddha
© Argun (vr, Asia) &

@ Arunachal Pradesh (disput

@ asiz inthe Age of Expand
Asia Minor

© s Paciic Trade Center
Asia-pacific Economic

© s Climate tap

 asisao Transtations
Asiago, Battle of

Asian Americans

Dictionary

Buddha <)

Bud-dha [bobdds]

Thesaurus

(5637 be 4837 be)
French) Hepalese-born Indian philosopher. He renounced his Ife as a prince. He

e frmercans o attained Enlightenment about 525 be and developed and taught the.
hen o Budapest a | doctrines of Buddhism

A e Budd-Chiari syndrom Born Gautama, Siddharta
asian Canadians budded Known as

budder
buddha
Buddha, The
buddhahead
buddhaheads
Buddhahood
buddhas
Buddhism

® Asian Carpenter Bee
Asian Cinema

Asian Cobra
Asian Cackroach

asian Copperhead
3 Asian Countries to Limit It
Asian Dance

Asian Dowitcher

Asian Drama

} the best anline
frmation about

Editors’ Picks

Asian Ecanamic Crisis print_| [ ada Launch Encarta &

Asian Elephant
Asian Flu

bl Resources on

Asian Histary more...
® Asian Immigrants in Cana
Asian Tvy
Asian Languages Indus Valley Civilization Topi..| rom Te pomTs oF THE
Asian Lion compass

I11. THE PEOPLE OF ASIA
The Mekong: A
Haunted River's
Season of Peace =

Pinpointer




4. Multimedia – Start here to see alphabetical lists of different types of audio, video, 
      and interactive content:

a. Under Multimedia Center – Double click on the media you want on the right hand column such as:

-Live Media 


-Access worldwide radio, weather, and news feeds.

-Pictures


-See the pictures that illustrate and enhance encyclopedia articles.

-Sounds


-Hear the sounds that make encyclopedia and map content come to life.

-Videos


-Watch videos of news and current events, movie clips, and video 


  presentations.

-Animations


-See animated clips demonstrating different scientific and historic 


  concepts.

-360 Degree Views


-See 360-Degree View images of natural and man made landmarks and 


  cities around the world.

-Charts and Tables


-Find lists of quick facts and statistical comparisons.

-Interactivities


-Find interactive content on subjects ranging from art to natural history.

-Africana on Camera


-Watch Encarta African on Camera video presentations.

b. For Example – you want to see animated clips:

b1.
Click on the Animations under the Multimedia Center on the right hand column.

b2.
Click on the animations you want under the Animations Matches on the left hand column or you can search by typing under Find and click on Go.


[image: image19.png]Ele Edt Vew Favories Featwes Took Hel

Encarta( ¥

animations

4 A complete, alphabetical list of animations from
Encarta Encyclopedia appears in the left pane.

CLaCaCLO;

% Civil war patt

mpact Di Encarta Animations provide step-by-step explanations
tal Drift of how things wark. Animated maps show voyages of
High and Low explorers, the growth of empires, and the unfalding of

battles

B Y

4 Empire of Alexander the

Advanced Search (in use)
Reset (F5)
Pinpointer





5. Online

6. Timelines

7. Tours

8. Statistics

9. Game

F. The Tools Pull-down Menu (Alt + T)
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1. Update Encarta

2. World Atlas

3. Dynamic Sensor

4. Measure Tool

5. Pushpins

6. Dictionary

7. Thesaurus

8. Translation Dictionaries

9. Researcher

10. Add to Researcher

11. Find in this Article

12. Read Aloud

13. Copy to Hard Drive

14. Options

G. The Pull-down Help Menu (Alt + H)
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1. Help Contents & Index

2. Accessibility

3. Join Club Encarta

4. Microsoft on the Web

5. Troubles Shooting

6. About Encarta
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