DEVELOP YOUR ACADEMIC WRITING SKILLS

On Line & Electronic Textbook

This is an online and electronic textbook, and you will see links to many websites with explanations and exercises that will hopefully help you learn writing skills. 
http://www.noblenet.org/bhcc/LL/
This website is BHCC’s website, Bunker Hill Community College, Boston, Massachusetts, where you can find plenty of sites about reading and writing and grammar. To open any of the websites, move your cursor over the website and your computer should read CTRL + click to follow link. Press the control key and hold the cursor over the link and you should see a little hand. Now with the control key pressed, click the left side of your mouse and you should go to the site.   

These websites and this on-line and electronic textbook are also available to you in the Lab E 226, and the advantage of working in the lab is that you will be able to work with the tutors and faculty members who work there. 

I encourage you to read the explanations and complete the exercises in the Lab because you will have the added benefit of asking questions to the faculty members and tutors who work there. However, I realize that you lead busy lives and that you may not have the time to study in the lab, but please consider this: 

One hour of study in the lab with a tutor’s help may be more useful than 2 hours of study at home by yourself. That would leave you with one hour to just have some fun.
I hope you enjoy working with it and I look forward to your feedback to help me improve it.     
Alessandro Massaro

amassaro@bhcc.mass.edu
617 228-3325
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LEARNING STYLES
In some colleges in the United States, before students can register for their courses, they have to answer questions and find out what kind of learning style they have, and in the master schedule, the faculty members teaching styles are listed. Therefore, when students in these colleges register, they can register for courses taught by teachers who have a teaching style that matches with their learning style. That is, if they have any style at all. 

Learning styles and teaching styles are important for students and teachers to think about, especially in an urban community college such as BHCC, because students have diverse learning styles, prior knowledge, and life experiences. Therefore, let’s find out what your learning style is.
This website DVC Learning Style Survey for College is a good one, and after you answer 32 questions you will know your style. Before you answer the 32 questions read about the four styles Learning Styles and Strategies. 
You should also read Learning Disabilities Resource Community's because this explains Howard Garner’s work on multiple intelligences – very interesting! 
Here is another site that can quickly identify your learning style. Click this website     http://www.vark-learn.com/english/page.asp?p=questionnaire 
Please notice that this websites has the 16 questions in different languages. 
READING CRITICALLY

Good writers are good readers and good readers read critically. This web site 

http://www.coping.org/write/percept/critical.htm gives us many ideas about reading critically. I hope you enjoy it. 

Read 

· What is Thinking                               and 
· What is Critical Thinking 

Make sure you read about “ASSUMPTIONS”.
Click http://www.coping.org/write/percept/content.htm and look at the pictures. Here are two of them. 

Are the horizontal lines parallel or do they slope?
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How many legs does this elephant have?

Here is another site for critical thinking. 
http://www.thrall.org/criticalthinking/page1.htm
Now use your critical thinking skills to prepare for tests. 
Click the picture below and learn about test-taking skills. 




All students want to do well on tests, don’t they? One way to prepare for a test is to think critically. If you were the teacher which question or questions would you ask? If you go to this web site, you will find some information about preparing for a test. 

http://www.studygs.net/tstprp2.htm
WHAT IS THE AUTHOR SAYING? 
When we write, we should always have fun and be relaxed, but we always write for a reason or a purpose. Some college courses ask us to write many papers and we write them not only to receive a grade but also to learn something, so the most important reason or purpose for writing in college courses is to learn something and of course receive good grades.
All writers write with a purpose. Here are a few reasons why people write. 

1. INFORM   =  state, teach or explain

2. PERSUADE = convince, argue, or prove

3. NARRATE = tell a story or give a sequence of events

4. DESCRIBE = create a picture

5. ENTERTAIN = amuse, tell a joke or get a laugh

Whenever you read, identify the author’s purpose for writing. 

FACT, OPINION, OR INFERENCE? 
Good readers know when any piece of information they read is a fact, opinion, or inference. This is an important skill in a writing course because as a writer, you should be able to let your readers know when you are writing about facts, opinions or inferences. 

Let’s go to        http://www.answers.com/
and find definitions for

fact (făkt) [image: image2.png]


   n. 
1. Knowledge or information based on real occurrences: an account based on fact; a blur of fact and fancy. 

a. Something demonstrated to exist or known to have existed: Genetic engineering is now a fact. That Chaucer was a real person is an undisputed fact. 

b. A real occurrence; an event: had to prove the facts of the case. 

c. Something believed to be true or real: a document laced with mistaken facts.
2. A thing that has been done, especially a crime: an accessory before the fact. 

3. Law. The aspect of a case at law comprising events determined by evidence: The jury made a finding of fact.
 o·pin·ion (ə-pĭn'yən) [image: image3.png]


  n. 

1. A belief or conclusion held with confidence but not substantiated by positive knowledge or proof: “The world is not run by thought, nor by imagination, but by opinion” (Elizabeth Drew). 

2. A judgment based on special knowledge and given by an expert: a medical opinion. 

3. A judgment or estimation of the merit of a person or thing: has a low opinion of braggarts. 

4. The prevailing view: public opinion. 

5. Law. A formal statement by a court or other adjudicative body of the legal reasons and principles for the conclusions of the court

in·fer·ence (ĭn'fər-əns) [image: image4.png]


    n. 

a. The act or process of deriving logical conclusions from premises known or assumed to be true. 

b. The act of reasoning from factual knowledge or evidence.

c. Something inferred. 

d. Usage Problem. A hint or suggestion: The editorial contained an inference of foul play in the awarding of the contract. See Usage Note at infer.

When you write, state your facts and opinions clearly and make sure your inferences can be understood. 
Top of Form

Bottom of Form

SUMMARIZING
If you do not already know how to write summaries, you should learn because it is a good idea to summarize what you read for your college courses. Doing so will help you understand what you read more effectively and you will be better prepared to participate in class discussions and do well on exams. 
This web site explains how to summarize 
http://depts.gallaudet.edu/englishworks/writing/summaries.html
and this web site gives you an example. 

http://depts.gallaudet.edu/englishworks/reading/iceland.html
ORGANIZATIONAL STYLES
Organizational styles are confusing because they are not always explained in the same way, so try to remember these styles. 

1. Explanation 
· cause and effect 
· compare and contrast 

· classification

· reasons

· examples

· definition

2. Persuasion 
3. Description

4. Narrative

Explanation is probably the most used organizational style in college writing because students are frequently asked to explain things. However, sometimes writers combine these styles in one piece of writing. 

If you go to this website you will not only be able to read more about these styles but also see the pictures that go with the explanations. 
http://depts.gallaudet.edu/englishworks/writing/essay.html
When you read, you should identify the organizational style and when you write you should know which style you are using. 
PARAGRAPHS AND TOPIC SENTENCES
When you write for academic purposes, you have to make sure that your reader understands you 100%.  Most of the time, your reader will be your professor but your reader could also be one or more of your classmates, or even another professor who is not teaching you. 

The best way to make sure that your reader understands you is to have one main idea for each paragraph you write. The topic sentence is the one sentence in a paragraph that has the main idea, and the topic sentence is usually the first sentence of the paragraph but it could also be the second sentence, or it can be in the middle or end of the paragraph and sometimes writers leave the topic sentence out of the paragraph but then the reader may have to infer the main idea and this may or may not be a good idea. All the sentences in the paragraph must be about the main idea in the topic sentence. 
If all of this is new for you, my advice is to write the topic sentence at the beginning of the paragraph. Keep it simple! 

Go to this web site and read about paragraphs and topic sentences. 

http://english-zone.com/writing/para-strctr.html
ESSAYS AND THESIS STATEMENTS 
Essays and thesis statements are similar to paragraphs and topic sentences.  An essay usually has more than 2 paragraphs and the first paragraph is the introduction and the thesis statement is usually the last sentence in this introductory paragraph. 
Please visit this web site and we will quickly learn more about essays and thesis statements. 

http://owl.english.purdue.edu/handouts/general/gl_thesis.html
If you visit this web site 

http://depts.gallaudet.edu/englishworks/writing/thesishandout.html
you will read another definition of thesis statement and many examples. 

THE WRITING PROCESS

Click the picture below and learn more about the writing process. 




No one sits down and writes a finished product without following a process. All writers have some kind of process; they may not all follow the same steps. Here are some steps you should think about following:
1. Collecting ideas

2. Organizing these ideas

3. Writing a first draft

4. Revising the ideas and editing the grammar and mechanics
5. Writing the final draft

Visit these web sites
 http://www.angelfire.com/wi/writingprocess/
and 

http://library.thinkquest.org/J001156/writing%20process/writingprocess.htm
You will see two slightly different processes but most of the steps are basically the same. 

Visit 

http://depts.gallaudet.edu/englishworks/writing/prewriting.html
for some clear examples of pre-writing activities.
Read this web site for a good example of an outline.

http://depts.gallaudet.edu/englishworks/writing/outline.html
This next web site shows you how to ask questions as a pre-writing strategy.

http://depts.gallaudet.edu/englishworks/writing/prewritequest.html
COLLECTING IDEAS

The first thing that you have to do is collect ideas and that means that you have to read. Once you have collected many ideas, you can find the system that works best for you to organize these ideas. Try a map, or an outline, or questioning until you discover the strategy that works best for you. 

ORGANIZING IDEAS

There are many ways to organize ideas and I have no clue what will work best for you. Try them all and see which one you like best. However, I must write that I see too many students who free write. Free writing is one way to organize ideas. However, unless you are an experienced “FREE-WRITER” I would not free write. Free writing can make you go in many different directions without ever answering the question.

My advice is to focus on the question that you have to answer and create an outline or a map or a list with specific information that answers the question. 

After you read and collect ideas and after you organize them, you have to write your first draft. Then you have to revise and edit this first draft. When you revise, you have to make sure that your ideas are logical and well connected. You can delete the ideas that do not belong and add more ideas if you need them. 
When you write your first draft, do not begin with the introduction because if you begin with your introduction, you may not know where to begin.  Begin with the body of your writing because this part is the most important part. After you write your body, you can easily write your introduction and conclusion. 
THE BODY 
Always keep in mind your purpose for writing and your audience. 

These body paragraphs are the most important ones because they contain your main message. An essay should have at least 3 body or supporting paragraphs and they must support the thesis statement. I encourage you to put together more ideas than you need. It is easier to delete ideas than it is to find more ideas. 
This website http://www.siue.edu/~smoiles/secsupp.html does not work anymore but it explains how to develop and write vivid body paragraphs. Fortunately, I copied and pasted it below. 
DEVELOPING VIVID PARAGRAPHS
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Ever feel like your paragraphs don’t go anywhere--your body paragraphs (supporting paragraphs) in particular? Maybe your paragraphs get stuck in a rut, like a car spinning its wheels without ever going where you want it to go. Those spinning wheels (all those sentences that keep coming out) suggest there’s some serious activity underway, but you (and your paragraphs) end up pretty much where you started.

The secret to getting the car back on track, of course, is traction--there’s no substitute for bringing the wheels into contact with concrete, or at least something very similar to it. When it comes to writing, the answer isn’t all that different. Readers need to be able to get some traction in your paragraphs--and that traction usually comes from vivid, specific, concrete details.

Notice the difference between Paragraph A and Paragraph B below.

Paragraph A
College students typically face much stress. There’s not a not thing they can do about it; it creeps up on them everywhere. Stressful situations are all over the place. No college student is going to get out of college without having to face several different types of stress on a regular basis. Sure, they want to avoid it (who wouldn’t?) but that goal is simply impossible. It’s on every side of them, no matter which way they turn. People who decide to attend college are in for a great deal of stress. This is something they will have to face up to. There is no way around this fact.

Paragraph B
College students typically face much stress. For one thing, the university is always demanding money from them: $75 for a parking permit; $900 for one of many payments toward room and board; $1823 for tuition. (There’s usually a warning in bold print, too, about how transcripts might be withheld forever if fees are not paid within the next five minutes.) Most students do not carry great wealth in their back pockets, so they spend hours--perhaps a few days even--filling out applications for jobs that they do not have the time to do. If they are lucky enough to get a job making tacos or misting the flowers at Big Time Market, they will face confusing tax forms and possibly a boss who can’t stand nineteen-year-olds whom they must somehow please. And let’s not forget that by the time they leave work, it’s five minutes to one, there’s not a parking spot to be found in Lot 7, and the teacher promised that nobody arriving late would be admitted to the midterm exam. Some students major in business; others major in sociology. But every student has at least a minor in stress.

Both paragraphs, of course, drive at the same idea. Paragraph B, however, is much more successful at actually getting readers to their destination. Metaphorically speaking, Paragraph B allows readers get out of the car, stretch their legs, look around, and actually get their hands dirty in the stress that college students experience. Paragraph A simply goes around in circles (or, to use the phrase I drew on earlier, its wheels are stuck in a rut).

ANOTHER NAME FOR VIVID DETAILS: SECONDARY SUPPORT

Good body paragraphs (such as Paragraph B above) are usually full of vivid, concrete details. Such details are often referred to as secondary support. Jean Wyrick, author of Steps to Writing Well, explains it this way: "Primary support sentences provide information that directly relates to and develops a word or idea in the topic sentence. These sentences use the same types of development used in topic sentences. Secondary support sentences, as their name implies, relate to and develop a word or idea found in a primary support sentence. Thus, the paragraph itself becomes a hierarchy of elaboration that mirrors the entire essay. One idea builds on or is explained by another until the subject is exhausted." 
Wyrick’s explanation might seem a bit technical, I suppose, but I’m including it here because I truly want to push the benefits of writers supporting their details with more details, and that’s what Wyrick is getting at. Most writers can afford to make their writing more vivid, more detailed, more convincing. Few writers (with the possible exception of folks such as Thomas Harris, author of the gruesome Silence of the Lamb and its sequels) can be accused of going overboard on details.

GOSH, MY MOM NEVER TOLD ME I NEEDED TO BRING SECONDARY SUPPORT TO CLASS...

We’re not talking about morality here, of course--just a practical survival tool for people who wish to build strong body paragraphs in college level papers.

In a nutshell, secondary support will

· offer readers supporting evidence for the claim made in the topic sentence and the sentences that elaborate on the topic sentence 

· give the paragraph some depth

One danger of not having secondary support is that readers will think the writer cannot support his or her claims. More important, though, the paragraph is likely to seem both underdeveloped and choppy, since the writer is doing little more than repeating the idea from the topic sentence in the several sentences that follow it.

One last way of looking at it: Why wouldn’t you want to give yourself a better chance of getting your point across and keep your reader interested at the same time?


INTRODUCTIONS AND CONCLUSIONS
After you have written your body paragraphs, you can write your introduction and conclusion. Always keep in mind your purpose for writing and your audience. Sorry for repeating this but it is so important! 

This website   
http://depts.gallaudet.edu/englishworks/writing/introconslu.html 
will give you more than enough information about writing effective introductions and conclusions. 
Introductions

One way to begin an introduction is with a story, an interesting story. 

Another way is with a famous quotation. If you don’t know any famous quotations, click this website: http://search-famous-quotations.com/
When you use a quotation, please remember to tell your reader where the quotation came from. In other words, whose quotation is it? 

A third way is to begin with an interesting statistic. Here are a few websites:

http://www.funfacts.com.au/some-interesting-usa-statistics/
http://funnyfact.com/
You could also begin with a question, but if I were you I would not do this all of the time as it can become boring for the reader. 

Conclusions

Your conclusion could be a simple summary but make sure it is interesting and doesn’t just say the same things you wrote in the body. 

You can make your conclusion interesting by using logic. 

You can conclude with a question that leaves your reader thinking about the answer. 
You can also end your writing with an opinion. 

If you don’t like any of these, try a recommendation. 

REVISING IDEAS

· Did you answer the question specifically? 

· Do you have enough information in your writing? 

· Which ideas will you keep?

· Which ideas will you delete?

· Which ideas will you change?

This is an excellent web site which will help you write with lots of details so your reader will understand you 100%.

http://leo.stcloudstate.edu/acadwrite/sensorydetails.html
EDITING FOR GRAMMAR AND MECHANICS

After you revise your ideas, you can edit for 

grammar 

· verb tenses

· verb form

· word order

· sentence variety – simple, complex, compound, compound/complex

and 

mechanics

· spelling

· punctuation.

For some of you, editing will be your most difficult challenge. If it is, try reading what you have written out loud. That may help you find mistakes with verb tenses or word order. Teachers do not know why but sometimes when we ask students to read what they have written, they read it correctly but write it incorrectly. If you have a good “EAR” for English you should be able to find your errors with grammar if you read what you have written out loud. Just don’t bother the person sitting next to you. 
This is a punctuation and grammar review web site from Gallaudet University. If you find it useful, you can print it. 
http://depts.gallaudet.edu/englishworks/writing/proofread.html
REVISING AND EDITING
What can you do to improve your revising and editing skills?

First, you can pay careful attention when you read, especially when you read high level reading materials. Pay attention to the organization, details, transitions, verbs, word order, and punctuation.

Second, pay close attention to the errors that your teachers correct for you. Identify your weak areas and find exercises that will help you improve them. 

Third, learn how to use Microsoft Word Spell and Grammar Check and the Readability Statistics Option. After you type a composition and use spell check, this option will give you a Flesch-Kincaid Grade level and when you write something the first time, you can see your grade level and after you revise and edit it, your grade level better be higher. 
Fourth, log on to these web sites, read and practice.

PARTS OF SPEECH
http://grammar.ccc.commnet.edu/grammar/definitions.htm
VERB TENSES
Click the picture below. 




The first web site has a test and if you take it you will see how much you know. The other sites are all about verb tenses. 
http://www.world-english.org/diagnostic_grammar.htm
http://owl.english.purdue.edu/handouts/esl/esltensverb.html#simpass
http://www.athabascau.ca/courses/engl/155/support/verb_tenses.htm
http://grammar.ccc.commnet.edu/grammar/auxiliary.htm
http://wwwnew.towson.edu/ows/aux_verbs.htm
http://www.englishpage.com/verbpage/verbtenseintro.html
IRREGULAR VERBS
Click the monkeys! 




These two websites list the irregular verbs and their forms. 
http://www.esldesk.com/esl-quizzes/irregular-verbs/irregular-verbs.htm
http://www.esldesk.com/esl-quizzes/irregular-verbs-2/irregular-verbs.htm
DEPENDENT CLAUSES
Click the image! 




http://www.gettoefl.com/toefl_essay/X_ex1.htm
http://grammar.ccc.commnet.edu/grammar/clauses.htm
http://depts.dyc.edu/learningcenter/owl/clauses.htm
http://smccd.net/accounts/sevas/esl/gramcheck/chap7/chap7a.html
http://smccd.net/accounts/sevas/esl/gramcheck/8-8.html
CONJUNCTIONS AND TRANSITIONS

http://www.cms.edu.do/Teachers%20Folders/willian%20farren/Pages/express/TWlistGL.htm
http://wwwnew.towson.edu/ows/conjunctions.htm#SUBORDINATING%20CONJUNCTIONS
http://web2.uvcs.uvic.ca/elc/studyzone/330/grammar/subcon.htm
http://www.wisc.edu/writing/Handbook/ConjAdv.html
SENTENCE TYPES
Simple               Complex             Compound     Compound/Complex

SIMPLE – A simple sentence has one independent clause; it can have one or more subjects and one or more verbs but it will always have ONLY one main idea.




· Students can write and understand simple sentences with no problems. 

COMPOUND – A compound sentence has two independent clauses; it will have two main ideas. 




· Compound sentences are not very difficult to write and understand, but complex sentences are definitely more confusing. 

COMPLEX – A complex sentence has one independent clause and one or more dependent clauses. The independent clause is the main idea and the dependent clause depends on the independent clause. 




· Complex sentences demonstrate a higher level of thinking because of the relationship between the independent and dependent clauses. 

Please click     http://wwwnew.towson.edu/ows/sentences.htm
and read the information about kinds of sentences and their punctuation. 

Now click     http://wwwnew.towson.edu/ows/moduleCS_FS.htm
and read the explanations about sentence types and complete all of the exercises. 

Click the four pictures below, 


   

   

   


and the following websites! 

http://www.arts.uottawa.ca/writcent/hypergrammar/sntstrct.html
http://www.ucalgary.ca/UofC/eduweb/grammar/course/sentence/2_5b.htm
http://www.ucalgary.ca/UofC/eduweb/grammar/course/sentence/2_5c.htm
http://eslbee.com/sentences.htm
http://grammar.ccc.commnet.edu/grammar/combining_skills.htm
WORD ORDER
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http://www.berghuis.co.nz/abiator/lang/lscr/lscrindex.html
http://www.angelfire.com/wi3/englishcorner/grammar/Interactive/scrsen01.html
http://www.mrmyers.org/Language_Lab/Exercises/Scrambled_Sentences/202/Set_1/1.htm
http://hotpot.uvic.ca/wintutor6/jmix1.htm
FRAGMENTS     COMMA SPLICES     RUN-ONS
Click the chart in the middle!

             

                           
Begin with fragments.

http://www.chompchomp.com/rules/fragrules.htm
http://owl.english.purdue.edu/handouts/interact/g_fragEX1.html
http://www.chompchomp.com/frag01/frag01.htm
Move on to comma splices.

http://www.chompchomp.com/rules/csfsrules.htm
http://depts.dyc.edu/learningcenter/owl/exercises/comma_splices_ex1.htm
Now run-ons

http://www.ucalgary.ca/UofC/eduweb/grammar/course/punctuation/3_4i.htm
http://www.myenglishteacher.net/runonsentences.html
http://grammar.ccc.commnet.edu/grammar/runons.htm
PARAPHRASING AND QUOTING                 

When we write, we write with ideas, and if the ideas are not ours we have to acknowledge the source, which means that we have to tell the readers whose ideas they are and where they came from. 
Writers quote when the idea they want to use is special and the words are also special – so special that they do not want to change them, but writers do not quote very much.

Writers paraphrase when the idea they want to use is special but the words are not, so they change the words but they keep the idea. Even though it is more difficult to paraphrase than it is to quote, writers paraphrase more than they quote. 

Writers get in trouble if they copy somebody’s idea without acknowledging the source, so they learn to quote and paraphrase quickly. Writers also learn different systems for acknowledging or citing a source. At BHCC, we teach the MLA style in our writing courses.              

This web site explains the MLA style 
http://www.bedfordstmartins.com/online/cite5.html
and has links to the other styles. You should begin to learn MLA style as soon as possible.  

Here are some steps for you to follow when you want to paraphrase; we will practice these steps in class:

1. Copy the idea from the reading that you like on a piece of paper; this could be one or two sentences. Copy word for word and make sure you leave no words out.

2. Underline the key words and cross out the words that you do not need to keep the meaning

3. Use       http://www.answers.com/  to find antonyms and synonyms for these key words.

4. Write these antonyms and synonyms near the key words.

5. Using the antonyms and synonyms write the idea again. You can use some of the original words if you must.

6. You should have the same idea with different words.

7. MLA will tell you how to cite or acknowledge your source. 

Student’s Name
Professor’s Name
Course Number and Section

Date
Using MLA

MLA = Modern Language Association

Visit this website for more details. http://owl.english.purdue.edu/owl/resource/557/01/
Use 8.5 by 11 inch paper.

Double space and use Times New Roman or Courier Font.

One space after periods

Set margins to 1 inch

Indent first line of each paragraph with five spaces.

Number pages in upper right hand corner

In the upper left hand corner type your name, your teacher’s name, course number and section, and date and double space it; see above.

Center title in title case and not capital letters.

Use quotation marks and underlinings or italics when referring to other works.

Double space between title and first line of your writing. 

After you paraphrase or quote from a source, you write the author’s name and the page number of the quote or paraphrase in parenthesis.  

Quote or Paraphrase
This web site explains when to paraphrase, quote and summarize. 

http://owl.english.purdue.edu/handouts/research/r_quotprsum.html
The web site below explains how to quote and paraphrase.

http://leo.stcloudstate.edu/research/usingquotes.html
This web site explains how to paraphrase and gives examples.
http://owl.english.purdue.edu/handouts/research/r_paraphr.html
DEPARTMENT WRITING EXAMS
You may have to pass a department writing exam in your writing courses. Here is some advice. 

How To Prepare for a Writing Exam

     These are the steps I follow when I prepare for a writing exam. First, I read the article carefully to make sure I know the main idea, supporting information, and important vocabulary. My next step is to write a short summary in my own words. Third, I think of a few questions that my teacher may ask me on the test. Then, I find one or two sentences in the reading that I hope to use when I take the exam. I paraphrase these sentences in case I can use them for the test. Finally, I drink a cup of green tea or a glass of red wine before the exam; I use MLA format, and I breathe through my nose so my brain will receive more oxygen during the exam. Oxygen helps my brain to think more clearly and the oxygen also relaxes my body and gives me more energy. To conclude, I hope this information helps you. 

How to create a folder, save a document to a folder, and send an attachment with an e-mail

1. Fine the place on your computer where you want to save a document. Open word, click File, click open and click one area such as My computer or My Documents. 

2. Click the area you want. Right click on the mouse. 

3. Click New and click folder.

4. Give the new folder a name by deleting New Folder and typing in a new name for the new folder. 

5. Type a document in word.

6. Click save as

7. Click the area you want to save it such as My computer or My Documents and give the document or file a name such as Test # 3 revision. 

8. Open your e-mail account. 

9. Address your e-mail. 
10. Find the place on your  e-mail where you can attach a file or a document. Maybe it will look like a paper clip. [image: image20.jpg]



11. Click it and your computer will want to know which document you want to attach and where it is.
An Attachment or a Baby?

The teacher wants us to use the “Attachment” to send a Test #3 revision .This is a new method which most students understand but it’s very difficult for me because I didn’t understand how to operate the computer. I sat by the computer for almost five hours on Saturday, Oct. 30. I never stood up even for a second. It was like giving birth to a baby for me. [To bear a baby is the most difficult event for a woman]. The baby means my attachment. I beg the doctor to give me help for a caesarean birth. The doctor is my teacher who encourages me “you do well, you need to push and push and breath coordinately.” Finally I did the attachment and sent my essay to my professor. I was very tired and my neck and shoulders hurt. Late that night I couldn’t sleep. Even though the baby is a little deformed, that is to say my essay isn’t good, I still love it.

How to use spell check

1. Click TOOLS

2. Click OPTIONS

3. Click Spelling and Grammar

4. Click Show readability statistics

· Adverb clause = a higher grade level

I like ice cream. I eat it everyday.    8 words 2.1 grade level

I eat ice cream everyday because I like it.   9 words 4.9 grade level

· Noun clause = not always a big difference

Can I ask you a question? Where do you live? 

10 words 0.0 grade level. 

Can I ask you where you live? 

7 words  0.0 grade level 

I can see that.   That is confusing.   7 words .9 grade level

I can see that this is confusing.   7 words 2.3 grade level

· Adjective clause = a higher grade level

The police officer was friendly. He gave me directions. 

9 words 5.8 grade level

The police officer who gave me directions was friendly. 

9 words 7.5 grade level

SOURCES
Gallaudet University

Alessandro--

Thank you for the data.  We are delighted that you wish to use our web pages as part of your class materials.  You have our permission to use any pages on the English Works! website that are copyrighted by English Works! or by Gallaudet University, with the following restrictions:
1.  All copyright data will be posted appropriately and original source (our webpage) will be appropriately cited, and
2.  Materials will be used only for educational, non-profit purposes.

We hope your students will benefit from your materials.  Good luck in your teaching!

Terry Coye
English Works!, Gallaudet University

Linking to Purdue's OWL

You are free to link to http://owl.english.purdue.edu without notifying us or asking permission. Links should be attributed to the Purdue University Online Writing Lab (OWL). In order to help us serve OWL users better and to keep our own personal records, however, we would appreciate knowing about links to our site. Please send email to the OWL Coordinator when you link to our site, telling us where you're linking from. Information about who links to our site will be kept confidential.

© 1995-2004 The Write Place

	




This page was written by Kelly A. Larson for the Write Place, St. Cloud State University, St. Cloud, Minnesota, and may be copied for educational purposes only. If you copy this document, please include our copyright notice and the name of the writer; if you revise it, please add your name to the list of writers.
Last update: 5 March 2004

URL: http://leo.stcloudstate.edu/research/usingpara.html 
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· the copy is used for information purposes only, 
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· all copyright or other proprietary notices are retained, 
· no changes are made to the documents.
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