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How do I evaluate my sources?
Ask yourself these questions:
· Is the source authoritative?

· Written by a scholar/expert in his/her field
· Do a web search – what else has this person written?

· Can’t determine whether a website is authoritative? – don’t use it.
· Is the source accurate?
· Info is factual, correct, detailed & up to date

· University sources, books, high-level magazines & newspapers

· Compare the info – should be consistent w/other sources

· Can’t verify the info? – don’t use it.
· Is the source objective?
· Not unduly influenced by personal opinion 

· But – bias does not automatically discredit a source; extreme bias does

· Info should be supported by evidence, not by emotions or preconceived ideas

· Read carefully – look at word choice. Is it emotional? 
· On websites – check out the advertising – does it affect objectivity?

· Does the website serve a commercial purpose?

· Is the content current?
· Up to date
· Books, magazines, newspapers – check the publishing date

· Websites – check the “last updated” date
· Is the source comprehensive?
· Covers the topic in depth 

· Does it cover the topic in 1-2 paragraphs? Or 1-2 pages?

(Kirszner L.G., Mandell, S. R. Patterns for College Writing. Boston: Bedford/St. Martin's, 2015)
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What’s the best way to take notes?

· Read through your source

· Decide if you want to use the information

· Cover the source & write the information in your own words

· Be sure to write the title & author of your source

What’s NOT the best way to take notes?

· Simply highlighting text (without noting WHY you’re highlighting it)

· Copying word for word
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How do I use my sources in my paper?

By these 3 methods!

1. Quoting – word for word 

Quote a statement when:

a. It is a powerful statement

b. The language is very technical

c. You want to reinforce your point with authority

2. Paraphrasing – putting a passage from your source into your own words

3. Summarizing – less detailed than paraphrasing; putting the main idea from your source into your own words

IN ALL 3 CASES, YOU MUST CITE YOUR SOURCE! 
Here’s an example of PARAPHRASING & SUMMARIZING:

Original Text:

Students frequently overuse direct quotation in taking notes, and as a result they overuse quotations in the final [research] paper. Probably only about 10% of your final manuscript should appear as directly quoted matter. Therefore, you should strive to limit the amount of exact transcribing of source materials while taking notes. Lester, James D. Writing Research Papers. 2nd ed. (1976): 46-47.

A legitimate paraphrase:

In research papers students often quote excessively, failing to keep quoted material down to a desirable level. Since the problem usually originates during note taking, it is essential to minimize the material recorded verbatim (Lester 46-47).

An acceptable summary:

Students should take just a few notes in direct quotation from sources to help minimize the amount of quoted material in a research paper (Lester 46-47).

A plagiarized version:

Students often use too many direct quotations when they take notes, resulting in too many of them in the final research paper. In fact, probably only about 10% of the final copy should consist of directly quoted material. So it is important to limit the amount of source material copied while taking notes. 
(from: http://owl.english.purdue.edu/owl/resource/563/02/)
How to Cite Sources using Microsoft Word

1. Open your document in MS Word
2. Select the References Tab @ the top
3. Select Manage Sources
4. Select New
5. From the drop down menu, select the type of source you’re using
6. Fill in the info you have for your source:

Web Page – the actual page within the site (ex: Abraham Lincoln’s Presidency)

Web Site – the name of the website (ex: Biography.com)
Author's name – if you don't have an author's name, leave it blank.

Year, Month, Day is the date of the PUBLICATION – if you don't have a date, leave it blank.

Year Accessed, Month Accessed, Day ACCESSED – the date you downloaded the information.
7. Click OK. You have just added a source!

 To do IN-TEXT CITATIONS:

1. Go to the point in your text where your information needs to be cited. Remember, if it's not common knowledge, and you got the info from someplace else, EVEN IF YOU'VE PARAPHRASED OR SUMMARIZED, you need to cite your source!

2. Place your cursor BEFORE THE PERIOD in your sentence.

3. Select Insert Citation & choose the correct citation
Your source must be in your Current List if you’re going to cite it in your paper.

To do your BIBLIOGRAPHY page:

1. On a new page within your doc, select Bibliography.

2. Choose Bibliography.

