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Preface

Readers may not stand in line for the new edition of a reference
work as they do for the latest Tom Clancy thriller or Harry Potter ad-
venture. Yet volumes like 7he Scott, Foresman Handbook for Writers,
aren’t quite the staid items they once were. The world is changing too
fast, especially for writers and readers producing documents with tech-
nologies that would have seemed like science fiction a generation ago.
The Scott, Foresman Handbook remains the friendly, thorough guide to
English composition, grammar, mechanics, punctuation, research, and
documentation that has made it a best seller since its debut in 1987, But
this sixth edition, like its predecessors, once again breaks new ground.

After all, innovation has been a hallmark of 7he Scott, Foresman
Handbook. In matters large and small, it has accurately mapped the ter-
rain that writers (and writing instructors) have been exploring for the
past decade and more. It featured the first serious treatment of docu-
ment design in a college handbook, the first appearance in a handbook
of Alliance for Computers and Writing (ACW) and Columbia Online
Style conventions for citing electronic sources, the first extended discus-
sion of civic and public writing, and a groundbreaking discussion of
Web and online research. It was also the first reference work of its kind
to address readers in an informal style, the first to take a problem-
solving approach to issues of writing, and even the first to index and
color-code its documentation pages for quick reference. The Scott,
Foresman Handbook is, we believe, the most imitated book in its field.

We expect the sixth edition to be similarly flattered. Our mantra
for this revision has been “writer friendly,” and we have interpreted that
theme in dozens of ways to keep a popular volume surprising and fresh.
We have introduced new material that we believe writers need today,
and we have renovated familiar sections to make them clearer, more
inviting, and more efficient. Here are the highlights.

¢ Concerned about grades? 7he Scott, Foresman Handbook is the first
book of its kind to offer a full chapter exploring how writing is eval-
uated: Chapter 6, “How Is Writing Evaluated?” Designed to de-
mystify an activity that scares or demoralizes many writers, this im-
portant new chapter provides answers to writers' questions about
grading processes and criteria. Chapter 6 examines both traditional



Writing Outside the Classroom

don't allow the directness of writng to a public audience scare you into
<onfining yout ideas to the classroom. But be prepared: Before you pub-
lish or mail your piece, think through the possible responses your wit-
ing might clicit. When you've anticipated these consequences, you can
decide how you want to address them.

6 Be professional. You'l be taken scriously as a witet if you
submit actractive, polished, and carcfully edited and proofread docu-
ments, That rule applies to virtuall every writing situation, See Section
546 for more on thi topic.

GG PUBNIE>  5haping an rgumen o 2 Publc Auctence

As you read chis levter thar student writer Jesse Faletis ad-
[ dressed 10 NRA leaders at the group's annual national conven-
i tian, note how he shapes his argument to defise porenial nega

sive responses from his readers. Consider, to0, the ways in which
his leter differs from an academi research paper on gun control.
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grading systems and writing port-
folios. The chapter also outlines a
writer’s rights and responsibilities in
the evaluation process.

® Hope to make a difference? The
fifth edition of The Scott, Foresman
Handbook provided support for writ-
ers reaching beyond academic as-
signments to do work in their local
communities. This concern for civic
and public writing is augmented in
the sixth edition with new “Going
Public” materials and enhanced at-
tention to both service learning and
distance learning programs. In addi-
tion to a newly expanded Chapter 8,
“How Do You Write for the Pub-
lic?” the handbook emphasizes civic

and public issues throughout. For instance, in the new model MLA
paper, a student teacher explores the consequences of using compe-
tency examinations in high school courses. It’s an issue that matters
to him because he faces it every day.

® Need to craft a Web page? Long a leader in explaining how con-
temporary technology is changing the way people write, 7he Scorz,

364 How Do You Creste Documents and Web Sites?

A PERSONAL HOME PAGE WITH A VISUAL EDITOR

iy e, et picure 2nd -

bles, format fom, and change
coloes. /

theogh the mens
program.
A PERSONAL HOME FAGE WITH AN HTML TEXT EDITOR

Menus and twolbar
often mwuch simplet in ecxt - 88
hoes.

Header informasion —
appestslike the o of the
document,in coded frmar.

includes a mix
of HTML gy (pecial snip-
pets of text encloued by angle
beackees: < ») aod tex:
Textual siyes, images. colars.
hpertext links, paragraph

ﬁ:jm’i:'«gﬁ%

3 Choose a single-page or a multi-page format. Decide
‘arly in your design process how you want & organize your Web page:
will you create 3 singl. scrolling page o muliple pages connected by
links? If you have 3 limited amount of information to present—as in 3
personal home page. a résumé, ot 2 bricf report—consider choosing 3
Sighe Sedbing pag. A g e i i s s ol
only move down the page o find information. But most readers online

Foresman Handbook now includes a
full chapter on creating Web pages:
Chapter 20, “How Do You Create
Documents and Web Sites?” This
fully illustrated chapter is designed
to serve both Web novices and
more experienced writers. For in-
stance, it offers a flow chart to pro-
vide writers with a step-by-step se-
quence to Web site creation,
whether they choose to work with a
basic HTML editor or more helpful
Web authoring software. Web de-
sign never looked quite so easy.

® Want to look good? The hand-
book that introduced document de-
sign to college writing classes takes
the next step to examine the process

XXVi

i
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of document design for both paper and electronic texts. The so-
phisticated tutorial in Chapter 19, “What Is Document Design?”
asks writers to consider design the same way they treat writing, as a
process shaped by rhetorical strategies and choices. Chapter 20,
“How Do You Create Documents and Web Sites?” and Chapter
21, “Model Documents,” follow up with specific advice on every-
thing from choosing fonts to selecting a color palette and are richly
illustrated with models that embody principles of successful design.
Want a book that practices what it preaches? The sixth edition of

The Scott, Foresman Handbook
for Writers features a new four-
color look that embodies the
best features of contemporary
design. Every effort has been
made to create a more open
and writer-friendly handbook,
one less cluttered and zext-
bookish than previous editions.
Headings and fonts are
crisper, graphic elements are
more stylish, and colors used

360 How Do You Create Documents and Web Sites?

| Select a readable color scheme. Color schemes asign colors
w various elements on a page (headings, rules, frames, borders, graphics),
Designers creare color schemes to archestrate the in-
teraction of multiple tones and hues within a layour, |5
all o achieve spexific effecs, from adding emphasis
0 senting a mood. The most important decisions in
any color scheme are what t ue for background
and type. To be readable, these colors must contrast
but ot clash. Bright colors muse be used sparingly,
since they can tie the cyes. At ight you will find 4
election of readable color combinations.

2 Create a mood for your document. Different colors evoke
differcnt emotions. Bright colors have a bold effect, even when aplicd
sparingly. Soft colors, on the other hand, may need to cover an entire
page t have a noticeable impact. Combinations make a difference roo.
Some combinations—for example, purple and orange or yellow and
black—are bold: they shout for atzention. Others—shades of bse com-
bined with ivory—are suble. Some colors jus seem to clash—pink and
bright green, for inscance, and purple and yllow, But tastes in color
vaty grearly, and one can't sy fatly that cermain colors should never be
combined.

. Bright red always geus actention. dominating other colors,

. Blues, at least i the sofier shades, are soarhing,

throughout the four-color vol-
ume are both more vivid and
better coordinated. Even the
reference system used to locate
information in the book has

- Greens ace often cheerful, asaciated with nature and good healih.
(E Yellow is vibran and artention-getring.
' Browns and grays scem somber and formal

3 Use color to highlight or soften elements of your lay-

out. Colors, because of their wide rang of cffcts, give you more con-
ol aver the impact created by other featires of your layout. Once

been simplified, eliminating or
reducing complicated cross-references.

Believe that less is more? To make the new writer-friendly design
work, we rethought the sequence and length of many chapters, hop-
ing to give each section a distinct focus. For instance, we’ve broken
the slightly mysterious and bulging “Problems with Other Punctua-
tion Marks?” into three concise chapters with far more helpful titles:
“Questions About Quotation Marks and Ellipses?” “Questions
About Parentheses and Brackets?” and “Questions Abour Dashes,
Hyphens, and Slashes?” (Note, too, that “Questions” replaces “Prob-
lems”—a more upbeat way of looking at these issues, we think.) A
more serious restructuring occurs in the section on research, where
we've broken three long chapters into a more manageable and invit-
ing five. And throughout the book we’ve looked for similar opportu-

nities to reframe material for clarity and efficiency.




¢ Want to see real writers at work? We wanted to fill this edition of
The Scott, Foresman Handbook with images of writers. So, when-
ever possible, we’ve collected photographs of the students and
professionals whose work appears in this volume. (Some writers
chose not to appear.) We are happy to put a more human expres-
sion on a reference volume. We've also introduced illustrations to
make memorable points about issues of writing, style, and me-
chanics. A few of the photographs are mainly for fun, but we sus-
pect most readers won’t mind.

Preface
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Organizing Paragrahs

EXERCISE 13.2 Examine eritically onc or two parsgraphs of a draft
you're currendy working on: Do the paragraphs scem adequately uni-
fied? What unifying surategies have you used? Can you think of others
that might be useful?

13b How can you organize paraérabhs?

We don't knaw how many skilled writers consciously choose spe-
cific organizational patterns when they draf their essays o articles. Per-
haps during the writing proces certain paniers just emerge because
they so closely resemble typical ways of thinking, Or perhaps some
wiitees say o themselves, “I think Tl try 3 comparison-and-contrast
pattern here” or “This would be a good place 1o use cause and effect.”
Whatever their origins, the paragraph paerns discussed in this section
are common, and writers looking for a way to get sarted on 3 draf can
profit by trying them.

| illutession dusification

[y
e . E—

1 Wlustration. A paragraph of illustration begins with a general
satement of caim and develops it with supporting detaibs, evidence, or

gencral statement about interaction be-
tween boys and girls with vivid descripeive detail.

Perhaps we all have the same memory of the firse boy-girl
party we artended. The foors were waxed. the music loud, the air
thick with the smell of cologne. mmmmwmdm
1oom and the girs on the other, each

bl by the theRlig mal ks and shic cecadions high vk
fike sound of 1 female gigge.
—Anna Quindlen, “Berween the Sexes, a Great Divide™
In an argument paper, writers often follow a general claim with
one of more pieces of supporting evidence.

199

® Need to look it up? No part of The Scott, Foresman Handbook has
been more admired (or imitated) than its chapters on research and
documentation. This leadership is enhanced in the sixth edition
with a thorough reworking of material that long ago anticipated
professional calls to take undergraduate research more seriously.
(The Scott, Foresman Handbook has always done that.) The re-
structured chapters now give more focused attention to the design
and planning phase of a research project. There is enhanced cov-
erage of field research too, as well as updated and expanded mater-

200  What Makes Paragraphs Wark?

The popularity of McDonald's holds true across the world
exceps, ironically, in the United Scates, where sals have slumped.
McDonald's now makes 59 percent ofits profit outsde the United
States, [company spokesperson Brad] Trask ssid. In Moscow,
where the world's busiest McDonald's opened in 1990, lines sl
spill our the door.

—Lini Kadab, “No Beef*

2 Question and answer, Asking and answering 3 question is
another way to organize 3 paragraph. Here's an example from the well-
known science writer Carl Sagan.

What do we actually sce when we look up at the Moon with
the naked eye? We make out 4 configuration of irregular bright
and dark matkings—not a close representation of any familir ob-
ject. But almost imesistibly, our eyes connect the markings, em-
phasizing some, ignoring athers. We seck 3 partern, and we find
one. In world myth and folklore, many images are secn: s woman
weaving, scands of laurel trees, an clephant jumping off 3 ciff, 3
girl with a baskes on her back, 2 rabbit. ... woman pounding

tapa cloth, a four-¢yed jaguar. People of onc culture have trouble
understanding how such bizarre things could be scen by the peo-
ple of another.

—Carl Sugan, The Demon- Huunsed World
When you're having real rouble finding an opening sentence, begin-
ning with a question wil often get your paragraph stareed.

3 Narration or process. One popular and simple way to de-
velop a paragraph is to relate events or the steps of a process in chrono-
logical order. This pattern is obviously appropriate for writing personal
o historical accounts, but you can also use it effectively o describe a
scientific or technical process. Here is 2 narrative writien by & naturalist
studying wolves

Quite by accident | had pitched my tent within ven yards of
one of the major paths used by the wolves when they were going
0, or coming from, their hunting grounds to the westward: and

only a few haurs afier | had raken up residence ane of the wolves
<ame back from 2 wip and discovered me and my tent. He was at
mmﬂramnw.mmwmnm.ndmmm
me with
i head down, b cpes halbclosed. and ' provccupod s sbout
him, Far from being the preternaturally alert and suspicious beast
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ial on electronic tools and resources. Even more attention is given
to techniques for evaluating and using sources than in the previ-
ous edition, which set a new standard for this coverage. All the
documentation chapters have been refined and simplified to make
it easier to figure out how to document an item. Once again, we
cover a full range of documentation styles: MLA, APA, Chicago,
CBE, and COS.

Want to search online? For the first time, 7he Scott, Foresman
Handbook supplements its discussions of writing processes, re-
search, and mechanics with Web links called “E-Tips” that
guide writers to valuable information online. We've resisted the
temptation to  provide

URLS at cvery possible op_ 650  How Do You Find Infarmation?
. . N Statistics  (Consimod)
portunity; instead, we've ch e
o World information The Ssasexman’s Yearbook: Nariomal
selected links that gen- T et
5 - Business ficon Handbuok of Basic Econaic Sttt
uinely extend the discus- S el
3 . Public opisiion polls Gillup Poll v
sion in The Scott, Fores- e M s
man Handbook and offer el iyl e oy
A on, is on the Web at a
writers more than we can o P ol
fit into the handbook. ,, ol logs o B b
; Iso looked f e e e
We've also looke or o b g g e e
links that should age i e 8
5 Check news sources. Sometimes you'll need informarion
gracefully, though we o e Py s o i e o
can’t  guarantee their . e s 3 e o
longevity. Web addresses e T e e e
peinted papers are fully indesed. The one newspaper you atc most
change about as often as by il o il T Mo Yk P e ot
chronological summaries of articles on a given subject.
the weather. wEREE R e
version is available ac <htrp://www. Newsweek.coms. It covers hundreds
Need to know hOW Eng_ o permpaper o st couned Mo e b Mol b
lish does it? We wanted to

offer more help to writers whose native language is not English.
So we revised our material significantly, dividing one lengthy
chapter into three more focused ones. The material is more en-
gaging too, with the rhetorical issues faced by ESL writers ad-
dressed more directly.

How has The Scott, Foresman Handbook been revised in this
sixth edition? When we began this revision, we compiled a list of
changes as we made them—and soon found ourselves slowed
down by the effort to record all refinements. Suffice to say that
every chapter has been reviewed and hundreds of items have been
improved. Some changes are major ones—for example, the addi-
tion of lively new models of undergraduate writing in Chapter 11,
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Aoticles and Number Agreement 535 536 ESL Questions About Gerunds, Infintives, Artices, o Number?
e o Yo drank 3 lot of millk 3  teenager. After thar, when both of them know what is being discussed, Bob will
‘Give me liberty or give me death!” wie the defiite avicle,
Some nouns that are noncount in English may seem like things DEFINITE MEANING
that you can count, such as money. Many other noncount nouns in Bob: Can you beleve the class meets on Friday evenings?
English can confuse ESL saudencs: furniture, hair, irafic. information. B 2ch and o o shie the e st

advice. 1t is abways 3 good idea to consult an ESL dictionary or gram-
mar book when you are unsure wherher 3 noun is coun or noncoun.
Unlike count nouns, which can be singular or plural, noncount

Note how the same guidelines apply to written English in the following
sentences on homelessness.

nouns have only the singular form. In addition, since you can't count Thete are several easons why a person may end up homeless. Per-
these nouns, you can't use numbers or words that express number (er- haps the persan lost his or her job and could not pay for an apart-
ersl, mam) 10 describe them. You will use other types of expressions to ment. O perhaps the apartment was sold t 2 new owner who
indicate quantity for noncount nouns: these expressions, called quansi- aised the rent. The new owner may nor realize how expensive the
firs, are discussed in Scction 33b-5. ent s for that persan.

Most nouns are either count o noncount. However, some non-
<ount nouns can change to have a count meaning. Using 3 noncount
noun a5 2 count noun usually limits the noncount noun in some way. « When there is only one of the noun.
For cxample, imagine you are ar a restaurant and your English-speak- R
ing friend asks the waiter, “Can we have three waters, please?” You are Thie sl romnd .

Cermain other situarions also tequire the definie article, rhe.

confused becanse you learned that water is 3 noncount noun, but your * When the noun is superlative.

frend has used i i the plural form, wich a number. o this case, shree R T

wters means three glasses of water, and it is acceprable 1o sy that. here san ol Se e bran 1ht e et

Other instances in which 3 noncount noun changes to 3 count noun ¥

include when you mean an instance of, a serving of.or & type of the non- + When the noun s limited. You will usually use the before 3 noun

count noun - that has been limited in some way to show that you are referring
10 8 specifc example of the noun

His grandmother sared b
Idhl«mowﬂ'mwp please. w0

There are chre new wines on the menu. i

The book chat | read is informasive

ot Vet he b 0. sl

The book on George W. Bush is out. 01 Geoe ¥ Sush
1 you are making  genenalisaion, however, theis not always wsed.
2 Decide whether the count noun requires a definite ar- book on lnt can ke s .
ticle (the) or an indefinite article (a/an). When the count o
noun is singular, you'll nced an article, either a/an o the, in front of it
How do you know which artcle to use? Generally, when you insroduce
the noun, without having referred to it before, then you will we the in-

definise aricle. a or an. (Sec Section 25d for the difference between & 3 Choose articies before general nouns carefully. When
and an) you want to make generaliations, choosing the correet aricle can be
tricky. As a rul, use alan or the with most singular count nouns o make
INDLFINITE MEANING %
Bok | justsigned up for a litcrature class. geaesslisbdons:
Oh, A dog can be good company for a lonely person.
i e o 410 g o g, oo of sy

“How Can You Write Powerful Arguments?” and Chapter 12,
“How Do You Write a Literary Analysis?” Other changes are
more limited but no less important. Exercises have been im-
proved, cultural references have been updated, and the style has
been smoothed in section after section. Again and again, our list
of changes records modifications made “for clarity and economy.”
Many changes reflect the fact that the authors of 7he Scott, Fores-
man Handbook teach writing to undergraduates (especially first-
year students) every semester, year after year. We want this book
to work for them.

What's not new? The Scott, Foresman Handbook for Writers re-
tains its authoritative discussion of the writing process; its full
coverage of critical thinking, argumentation, and academic writ-
ing; its engaging coverage of grammar, mechanics, and usage; its
lively discussion of research; and its exhaustive treatment of docu-
mentation. Perhaps most important, it retains its commitment to
writers, addressing them throughout in language that is both per-
sonal and encouraging. We realize that writing is hard work and
that even a volume as thick as this one just begins to address the
complexities writers face in sharing their ideas. We want them to
succeed.
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Supplements

An extensive package of supplements accompanies 7he Scott,
Foresman Handbook for Writers, Sixth Edition, for both instructors and
students.

For Instructors

® The Instructor’s Resource Manual: Creating a Community of
Writers, by John Clark and Ann Recker Westrick of Bowling
Green University and Christy Friend, offers guidance to new and
experienced teachers in using the handbook and the ancillary
package to its best advantage.

® A separate Answer Key for The Scott, Foresman Handbook for
Writers, Sixth Edition, provides answers to all the exercises in the
book.

® An Introduction to Teaching Composition in an Electronic Envi-
ronment, by Eric Hoffman and Carol Scheidenhelm of Northern
Ilinois University, offers a wealth of computer-related classroom
activities. It also provides detailed guidance for both experienced
and inexperienced instructors who wish to make creative use of
technology in a composition environment.

® An extensive assessment package includes Competency Profile
tests, and sample CLAST and TASP exams. In addition, Diag-
nostic and Editing Tests, Third Edition, includes diagnostic tests
for analyzing common errors. The additional exercise sets on
grammar, punctuation, and mechanics topics supplement those
found in the handbook. (It is also available in computerized Win-
dows and Macintosh formats.)

® Model Research Papers Across the Disciplines, Fifth Edition, by

Diane Gould of Shoreline Community College, is a collection of

student papers in the humanities, social sciences, and natural sci-

ences, and contains photo-reproducible material that can be dis-

tributed to students.

The Allyn & Bacon Sourcebook for College Writing Teachers, Sec-

ond Edition, edited by James McDonald of the University of

Louisiana at Lafayette, provides instructors with a varied selection

of readings written by composition and rhetoric scholars on both

theoretical and practical subjects.

® Longman Resources for Instructors also includes these helpful
texts: Teaching in Progress: Theories, Practices, and Scenarios,
Third Edition; Using Portfolios, by Kathleen McClelland; Comp
Tales, a collection of writing teachers' accounts of their teaching

e ——————
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'

experiences, edited by Richard Haswell and Min-Zhan Lu; and
the videos Writing, Teaching, and Learning, by David Jolliffe
and Writing Across the Curriculum: Making It Work, produced
by Robert Morris College and the Public Broadcasting System.

For Students

® A handy Documentation Guide offers up-to-date documentation
guidelines for MLA, APA, CMS, CBE, and COS styles, as they are
presented in 7he Scott, Foresman Handbook for Writers, Sixth Edition.
It also includes complete sample MLA and APA student papers.

® Researching Online, Fifth Edition, by David Munger and Shireen
Campbell of Davidson College, gives students detailed, step-by-
step instructions for performing electronic searches; for using e- \
mail, listservs, Usenet newsgroups, IRC, and MUDs and MOOs
to do research; and for assessing the validity of electronic sources.

® ESL Worksheets, Third Edition, by Jocelyn Steer and Dawn
Schmid of California State University, San Marcos, provides non-
native speakers with extra practice in areas that tend to be more
troublesome for them.

® The Literacy Library Series (Public Literacy, by Elizabeth Ervin;
Workplace Literacy, by Rachel Spilka; and Academic Literacy, by
Stacia Neeley) offers additional models and instruction for writing
for each of these three different contexts. |

® The Longman Writer's Journal by Mimi Markus, provides stu-
dents with their own personal space for writing. It contains jour-
nal writing strategies, sample journal entries by other students, and
many writing prompts and topics to help get students writing,

® Additional Longman Resources for Students include: The Long-
man Researcher’s Journal, by Mimi Markus; Visual Communica-
tion, Second Edition, by Susan Hilligoss and Tharon Howard; 4
Guide for Peer Response, by Tori Haring-Smith, Brown Univer-
sity and Helon Raines; Analyzing Literature: A Guide for Stu-
dents, by Sharon James McGee; and Reading Critically: Text,
Charts, Graphs, Second Edition, by Judith Olson-Fallon.

@ This handbook may also be packaged with other books at a dis-
count. Two dictionaries are available: Merriam-Webster's Collegiate
Dictionary, Tenth Edition, a hardcover desk dictionary; and The
New American Webster Handy College Dictionary, Third Edition, a
briefer paperback. Also, in conjunction with Penguin Putnam,
Longman is proud to offer a variety of Penguin titles, such as Arthur
Miller's Death of a Salesman, Julia Alvarez's How the Garcia Girls
Lost Their Accents, and Mike Rose’s Lives on the Boundary.

I,
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For Instructors and Students

A companion website, The Scott, Foresman Handbook for Writ-
ers Online (at <www.ablongman.com/sthandbooks>), offers chap-
ter overviews, self-testing exercises, and Web links for each chap-
ter of the handbook. Students will also find several additional
model research projects, and tutorials on topics like drafting and
revising, oral presentations, analyzing visuals, academic responsi-
bility, and more. Sample syllabi, sample quizzes and assignments,
teaching suggestions, and other resources are also provided for in-
structors.

A complete e-book edition of The Scott, Foresman Handbook for
Writers, Sixth Edition, is also available via this companion website.
The Scott, Foresman Handbook for Writers Interactive Edition
CD-ROM contains the complete, searchable text of the Sixth Edi-
tion, with additional live Web links, some audio and video expla-
nations of key concepts, and interactive exercises.

The Longman English Tutor Center is a new service being offered
by Longman. Students who register with our Tutor Center can re-
ceive feedback to their draft writing assignments from experienced
college instructors of English composition.

The Longman ExerciseZone and Plagiarism Tutorial CD-ROM is a
cross-platform CD-ROM that offers two interactive resources in
one. "Exercise Zone" has over 2,500 exercises in ten topic areas of
grammar, style, and punctuation with a diagnostic test to help stu-
dents identify the areas where they need the most practice. The "Pla-
glarism Tutorial" includes a series of modules which allow students
to explore issues of plagiarism, with advice, self-scoring tests, and
sample papers to help them learn to avoid and recognize plagiarism.
Take Note! is a complete research information-management tool for
students working on projects that require the use of outside sources.
This cross-platform CD-ROM integrates note taking, outlining,
and bibliography management into one easy-to-use package.

The Writer's ToolKit Plus is a cross-platform CD-ROM offering
a wealth of tutorials, exercises, and reference material for writers
and is flexible enough to be used either occasionally for practice or
regularly in class lab sessions.

CourseCompass is a nationally-hosted, dynamic, interactive online
course management system powered by BlackBoard. This easy-
to-use and customizable program enables professors to tailor con-
tent and functionality to meet individual course needs. Every
CourseCompass course includes a range of pre-loaded content
such as testing and assessment questions, chapter-level objectives,
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chapter summaries, illustrations, web activities and the complete
text in electronic form—all designed to help students master core
course objectives. For more information, or to see a demo, visit
<WWW.COUISECOMpass.com>.

® Daedalus Online (<http://daedalus.pearsoned.com>) is the next
generation of the highly regarded Daedalus Integrated Writing
Environment (DIWE), uniting writing pedagogy with the inher-
ently cooperative tools of the Web. Students can explore online
resources, participate in real-time conferences, and use "Invent"
and "Respond” prompts to develop their ideas and collaborate
with their peers. Daedalus Online’s online course management
tools also enable instructors to create and post assignments effort-
lessly, link them to online educational resources, tie lessons to a
specific textbook, and customize materials for their classroom.
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Wntmg Processes 1

1. What Does Writing Involve?

a. Why write?
b. What does it take to write well?
Resist myths that can discourage writers
c. How does writing work?
d. How do you define a writing situation?
e. How do you define your purpose(s) in writing?
1. Decide on your goals
2. Consider your writing situation
f. How do you write for an audience?
g. How do you present yourself to readers?
1. Show readers that you are credible
2. Present material fairly and honestly
3. Use a civil tone
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2. How Do You Find and Explore a Topic? 15

a. How do you find a topic? 15

1. Think beyond traditional topics 15

2. Consider your interests and strengths 16

‘, 3. Choose a topic in your world 16
i 4. Browse in the library 17
i 5. Look for ideas online 17
! b. How do you refine your topic? 18
1. Don't try to cover everything 19

| 2. Make a tree diagram 19
i 3. Make an idea map 20
4. Investigate a question or hypothesis 21
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5. State a tentative goal

How do you explore and develop a topic?
1. Freewrite

2. Use the journalist’s questions

3. Try different perspectives

4. Write a zero draft

5. Read up on your topic

6. Talk to others

. How do you write a topic proposal?

GOING PUBLIC: A Topic Proposal

3. How Do You Focus and Organize
a Writing Project?

a.

How do you craft a thesis?

1. Make a strong point

2. Sharpen your focus

3. Preview the direction of your paper

4. Place your thesis effectively

5. Revise your thesis as your project evolves

GOING PUBLIC: An Opening Paragraph with Thesis

. How do you organize a writing project?

1. Introduction/body/conclusion
2. Narrative or process design

3. Comparison/contrast

4. Division or classification

5. Cause and effect

6. Problem and solution

How do you outline a paper?

1. Use a working list

2. Use an informal (scratch) outline
3. Use a formal (sentence) outline
4. Use an outlining program

. How do you choose a title?

1. Experiment with a working title
2. Revise the working title
3. Keep your readers in mind

4. How Do You Write a Draft?

a.

How do you start a piece of writing?
1. Find a place to write
2. Keep the ideas coming
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3. Avoid premature criticism 51
4. Set your own pace 51
5. Get feedback 51
6. Draft on a computer 52
b. How do you keep a draft on track? 52
1. Highlight key ideas 52
2. Maintain proportion 53
3. Leave time for conclusions 54
c. When should you take a break? 54
GOING PUBLIC: One Writer’s Drafting Process 55
d. How do you know when you have a solid draft? 56
e. How do you work on a draft collaboratively? 57
1. Decide on shared goals 58
2. Assign sections of the project 58
3. Try collaborative writing 59
4. Address disagreements promptly 59

5. How Do You Revise, Edit, and Proofread? 60

a. What does revising involve? 61

1. Read your draft thoughtfully 61

2. Refine the focus 62

3. Consider your purpose 62

4. Examine the proportions of your paper 63

5. Check that you have kept your promises 63

6. Check for adaptation to audience 63

7. Check the organization 64

8. Check the content 64

9. Revise from hard copy 65

GOING PUBLIC: A Revised Opening Paragraph 65

b. What does editing involve? 67

GOING PUBLIC: Edited Sentences from Student Papers 70

c. What does proofreading involve? 71
d. How do you help another writer revise, edit, and

proofread? 73

GOING PUBLIC: Draft with Peer Comments 76

6. How Is Writing Evaluated? 83

a. How do you deal with letter grades? 83

1. Understand grading criteria 84

2. Clarify any criteria that are confusing 86

3. Find out which parts of your work will be evaluated 86




