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GENERAL INFORMATION

How to Avoid Getting Lost in the Library and Other Research Tips
by Sherry Backhus and Seeta L. Mangra

;.:thle it may be easier for most of us to write a paper like Remembering Events, learning
how to write a paper .that requires research is essential despite its seeming difficulty. But

t ow cin you write this type of paper when doing research and using the library are foreign
0 you?

Below you will find a wealth of information on how to approach research, where to find
anfi how to use the materials in the William Allen White Library (and the library itself), and
pointers on what to do with all of the information once you’ve found it.

Research Basics

The type of information you will need depends on what type of paper you are
writing—informative, argumentative, or otherwise—and on what kind of topic you are
going to use. You must first be aware of the scope of your topic. Sit down and decide what
keywords you are going to search under. For example, if you are writing an argumentative
paper on why the prices of CDs should be lowered, you would want to include such key-
words or key phrases as “recording industry,” “cost of CDs,” or “CD history.” You can use

these keywords to look for articles, books, or web sites.

Also, from that list of keywords, you can decide what type of information you will
need. Different types of information include facts, statistics, expert opinions, and anecdotes.
For instance, it would be important to note the actual cost of making a CD, the profits made
from the sales of CDs, and changes in the cost of CDs since they were first introduced. All of

these numbers will be essential to your argument.

Once you have concluded what type of information you will need, you will have to
go and get it. This is the step that can be intimidating for some students, especially if you
are in a new school and have no idea how to find anything in the library. In the William
Allen White Library (WAWL), the books are found in the six decks, whereas departments
such as checkout, fines, periodicals, and reference are found on the four different floors. If
you are unsure of where a department is, ask any of the library staff, who can be found on
the first and second floors and in the basement area. Be sure to familiarize yourself with
these areas before you go in to do your research. It can be very scary to get lost with what

you're doing AND to get lost in the library




=

Library Researching Tips
ting early will allow you to use the library

f the semester than you do at the end. Also,

- Start early! Begin thinking of possible topics from day one. Star
you will have time.

when it’s not so crowded. You have more time at the beginning o p b o
whether you must get material through the main library or through interlibrary loan,

- If you hate going to the library, go with a friend.

- Break down your research into small, simple steps.
- Keep all materials (notes, working bibliography, photocopies, print-outs, etc.) for your research in one note-

book.

- Make a log, or list, of where you've looked and what you’ve looked for to keep yourself from going over the
same ground several times.

- If you get stuck or can’t seem to find anything, go back to where you started and rethink your strategy.

- Ask the librarians for help. They are very helpful, especially if you tell them what and where you have

already been.

- Write the bibliographic information for each article you photocopy on the first page of the article. Sometimes
that information will already be there (author, title of article, title of periodical, date, page number(s), and vol-

ume number for journals), but it is a good idea to write it down anyway.

- Make a working bibliography on a separate sheet of paper, listing all of the sources that you have found.
Having it in one place, on one sheet of paper, is very helpful when it comes time to do your works cited.

Library Layout

Lobby — Circulation Desk:

This is where any circulating materials are checked out. Your Hornet ID Card is required
for checking out any library materials. Materials that can be checked out include books
from the Decks and from 4th Floor, government documents, and Media Resources. This is
also where you can check out Reserve materials that your professors have put here for your
use. Change for the library copiers and reader /printers is available here.

The copiers and some reader/printers will take copier cards and give you a 25% (!) discount
on each copy you make. The copy card dispenser is located on a pillar just inside the securi-
ty gate. When you put a $5.00 bill in the dispenser, it will give you a permanent card with

$4.25 of copying money. This is a great deal! Instead of paying 10 cents to Copy a page you
now pay 7.5 cents (and 15 cents instead of 20 cents for film or fiche copied p ages.) PTEQ e
manent card also allows you to add money to the card as you need it. Don’t ad d Yo, mEch

because if you lose the card, you lose your money too.
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— InterLibrary Loan will also be found behind the Circulation Desk. If WAWL does not
own a book or magazine issue that you need, you can fill out a form either on paper or elec-
tronically (go to /1 ' and click on Services, then InterLibrary Loan,
then ILL Bequest Form), and WAWL will obtain the book or article for you. This process
can tal.<e time, so request it at least two (2) weeks before you will be writing your paper.
You will be notified when it arrives and can pick it up at the same Circulation Desk.

— Media Resources:
Our library has many videos, audio recordings, CDs, DVDs, etc. that can be checked out or

viewed here for your research or pleasure. Remember to bring your Hornet ID Card!

1st Floor (down one flight from the Lobby)

— Periodicals Department:

Rec'ent. years of bound journals are available on the shelves in alphabetical order, as well as
Penodxcals and government documents on microfilm and microfiche. You will find print
indexes such as “ Guide to Periodical Literature on the index tables as you walk in.

You will find copiers for paper and reader/ printers for film or fiche on this same floor.
Remember that change is available on the lobby floor.

— Special Collections:

Around the corner and down the hall you can find the special collections of the William
Allen White Room, which houses some personal papers and items from Emporia’s favorite
son and the Mary White Room. You should explore the library near the beginning of your

academic career.

2nd Floor (up one flight from the Lobby)

— Reference:

This is where you Ask Your Questions. Reference tools, both print and electronic, can be
found here. The Reference Desk is the place to find answers to questions about how to use

the Kellogg online catalog, the dictionaries, literary criticism, and the dozens and dozens of
quality electronic databases you are able to use as ESU students. The reference librarians

are there to help you.

— ESOL Collection:
Just off the end of the 3rd Deck you will find this collection of books, many of them for chil-
dren, in languages other than English.
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Keep track of everything from which you are going to use information. It can be frustrating
when you sit down to type your works cited page only to discover you've forgotten the
author’s name or the publication date.

- When you find the perfect resource, make sure you get it early. If you wait, there is a
chance someone else is doing the same topic as you, and you may find the resource checked

out.

- Ifeep everything that you are going to use for your paper in one place. If you have the
printout from an electronic database in one place and your notes on it in another, chances
are you'll get confused when you sit down to write your paper.

- Split up your research into smaller tasks. The smaller the sections, the more manageable
your research will be.

- Ask people for help. The reference desk and the rest of the library staff are there to help
you. If you can’t find something or are unsure how to use library equipment (the microfilm
machines, for instance), ask them. It's best to ask for help rather than to miss out on what

might be exactly what you need.

- There is nothing wrong with not wanting to ask for help; many of us are afraid of looking
dumb. This is common for all of us when we enter unfamiliar surroundings. A way to avoid

this is to ask a friend who has been to the library to show you around.

- Choose times that you know you will not be hurried. Research takes time, and rushing it
may cause you to stop before you have adequately completed the process.

- Pay attention to the library itself. You may be surprised to see a sign here or there pointing
you in the direction you need. Also, be aware that the library’s resources and the locations

of those resources change almost every semester.
- The most important thing about researching is to use only what you need.

- Sometimes students over- or under-research and find themselves in the predicament of
having too much or not enough information. A way to avoid this is to make sure that your
topic is neither too broad nor too narrow. Ask your instructor if your topic has just the right

scope.
Reference and Databases

What follows is a partial list of resources found through WAWL's home page

(http:/ /library.emporia.edu) or in the Reference Room (2nd Floor).

13



1k




GENERAL INFORMATION

Where it is: This set is located in the Reference Room at call number R 090.82 F119.
Electronic Resources

WAWL has many resources for your use. The online catalog, the Kellogg Catalog, can be
found by clicking on the large icon at the top left of the Library’s web page

(http://library.emporia.edu). Here you can discover what books, magazines, journals,

videos, CDs, etc. the Library owns and where in the Library to find them. You can also use
the Kellogg Catalog to find out what books you have checked out and renew them online!

Electronic Databases

What they are: As long as you are a student and have access to ESU’s Internet@Home or
another Internet service provider, these databases can be used from your home computer.
However, if you do have problems, you can call the Reference Desk at 341-5207. WAW
Library has over 80 general and specific databases containing quality articles (many in full-
text) for your use while you are at Emporia State University. These will help you find good,
reliable articles for your research papers. Use these databases instead of your browser’s

search engine and you will have much happier professors!

Where they are: To access, go to http:/ /library.emporia.edu and click on Resources. Then

choose either the Alphabetical List or Subject List and choose the specific database you wish
to use. You will need to read a bit about how to use each database’s search screens, but with
a little practice, you will be able to retrieve the majority of articles you will need to write

your papers!
Expanded Academic ASAP (InfoTrac)

Here you will find over 6,300,000 articles from magazines, both popular and scholarly, going
all the way back to 1980. Many of these articles are available electronically in full-text. The
database is usually updated daily, so you have articles from 20 years ago and very current
information available to you. Each database has help in searching techniques. Look for the

help or tips “button” for instruction.

Periodical Abstracts (OCLC FirstSearch)

This database offers more than 3,300,000 articles from over 2,000 sources. It searches titles
from 1987 to present, updating the records weekly. Again, many of these articles are avail-

able in full-text for your reading and printing pleasure.

Academic Universe (Lexis-Nexis)

There are four subsections to this database. Use the NEWS and then the General News
selections to retrieve full-text articles from major United States newspapers and some peri-
odicals. You will find articles from 1980 to present. There are good tips on how to search on
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