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WELCOME TO THE NEW BASICS!
NEW Design for Easy Reference

® More tabbed dividers provide quicker reference to documentation guidelines,
online research, ESL help, document design, and special writing assignments in
argument, literature, and business.

® New color-coded tabs make it easier to find your way to the writing process,
research and other special assignments in argument, literature, and business,
documentation, grammar, style, and formatting.

® Convenient comb-binding lets the book lie flat on a desk while you write or
reSele'Ch.

* Table of contents on the first tab, as well as the inside back cover, and a
detailed breakdown of contents on each tabbed divider make it easy fo find topics
quickly.

® Integrated, boxed exercises provide additional support right in the book, so
you can practice and strengthen your skills while looking up information as you
write.

® Boxed Cautions and Notes give strategic advice on common errors and
provide additional information on complicated writing topics.

Come visit us at The Basics Online Learning Center,
at www.mhhe.com/basics where you'll find interactive exercises and
editing programs for additional writing help.

Z 0 * AllWrite! 2.0 with Online Handbook,
AllWRIT[' s available on CD-ROM or the Internet at
il www.mhhe.com/allwrite , offers over 3,000

wil

exercises on editing, grammar, and ESL topics.

® WebWrite! An interactive peer-editing program,
available exclusively on the Internet at
_ www.mhhe.com/webwrite , allows you to post your
- ; papers, share your comments, respond fo those of
| N your peers, and edit your papers according to the |
EETETE T i comments you receive online.
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Getting into THE BASICS

This quick access menu will help guide your way through the book.
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The Basics is designed for use both as a classroom tool and as
reference guide that even beginning writers can use independ-
ently. As its subtitle indicates, it offers college writers an introduc-
tion to important writing strategies as well as a handbook of gram-
mar and usage. Unique exercises infegrated within each part of
the text give students additional skills practice.

Designed for Easy Reference

The third edition is organized for easy accessibil-
ity. New color-coded tabs make it easier for stu-
dents to differentiate between the parts of the text.
New sections have been added on researching
online, Chicago and CBE documentation, spe-
cial-assignment writing, and document design to
make The Basics even easier for students.

Integrated Exercises

Boxed exercises intergrated throughout the text
allow students to practice and strengthen their

“The exercises, both in number
and level of difficulty, are very
effective. These exercises will,
unquestionably, be useful to

my students.”

Rick Tomlinson
Richland Community College

skills. These exercises, which cover fopics from writing effective introductions to us-
ing adverbs correctly, can either be assigned in class, or students can work through

them on their own.
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Overview of the Text

One of the most important features of The Basics is its comprehensive coverage of
rhetoric. Part 1: The Writing Process helps students learn methods to gather
information, to draft and revise, and to edit their work. Explanations are thorough
and fully illustrated, often with student writing.

36 CHAPTER 5 Rewriting Drafts

5.2 Make Important Changes

The paper that appears on pages 3638 is the second draft of the essay
in Chapter 4. This second draft shows that the main point made about
electronic communications devices has changed. In fact, writing the
second draft helped the student discover what she really

‘ / ! wanted to say.
Revised thesis:  Using any electronic

NOTE communications device
Adde T mitesinl has Boess irresponsibly can annoy and even
underlined. Deleted endanger others.
un::;n:;nwt;::;::?a Look for other important changes in the paper as you

read the second draft, which follows:
ELECTRONIC ETIQUETTE
(SECOND DRAFT)

1 In the last fifteen years the world has gone west thru a e
revglyglgn rovalation in the communlcahons mdustry Computers

“The most effective parts of
this handbook are the
comprehéh'sai};:}é; and well- e
explamed chapr on

writing process, Whtch take
 students step—by~step fram

topic invention to writing

concluding paragraphs. This
makes The Basics a valuable
teaching tool rather than .
simple grammar reference
book.”

3 . '. tir “ "“
 Old Dominion University



Part 2: The Research Process teaches students how to research and take
notes and gives valuable advice on locating sources, cross-referencing, and eval-
uating sources.

Part 3: Researching Online is new to the third edition. This section re-
flects the changing face of research by first providing basic information on how to
use the Infernet to do research and then discussing specific electronic databases
and search engines. A comprehensive section on evaluating electronic resources

teaches students how to cull valuable information from the abundance of material
on the World Wide Web.

11.2  Master the Internet 105

11.2 Master the Internet

The Internet is an electronic highway that connects computers all
over the world. Research institutions, universities, government
agencies, and private computer users like you use the Internet to ex-
change information via tools such as e-mail, listservs, and chat
rooms and to access various databases and World Wide Web sites,
where a variety of information and publications are posted. The
World Wide Web, often simply referred to as the Web or WWW, is
one of the electronic tools that is most useful to students. Large uni-
versities can afford to maintain varied collections with hundreds of
thousands of volumes and tens of thousands of periodical subscrip-
tions. Most community and many college libraries, on the other
hand, are too small to offer more than a basic collection of books
and periodicals for academic use. That’s why the Internet has be-
come such an important tool. Many sources once available only
through interlibrary loan, if at all, can now be accessed immediately
from the local library or even from home.

To access the Internet, you will need to work with an Internet serv-
ice and content provider, such as Prodigy, American Online, or Com-
puserve, or with a provider and a Web browser such as Netscape Nav-
igator and Microsoft Internet Explorer. Many of these services are
already available on new computers and need only to be activated. Of
course, each charges a monthly fee. If you don’t have a computer at
home or don’t want to pay the monthly service charge, simply use the
Internet service in your college library.

On page 106 is a reproduction of the Netscape Navigator homepage.

11.2a Searching for Information on the World Wide Web

You can search the WWW for information on a particular topic in two
ways.

+ If you know the Uniform Resource Locator (URL) of a Web site,
you can type the URL in the Web browser’s address box,
sometimes labeled Go To, Location, or Netsite. The URL is a series
of characters used to identify and find each page on the Web. In
short, it is a Web address. For example, the URL for the division of
McGraw-Hill that published this online handbook is
http://www.mhhe.com/socscience/english.

+ On the other hand, if you are trying to find information on a
specific topic from a variety of sources, you will need the
services of search engine. A search engine is a commercial




e W I W R W
\/j DiSilvestro, Roger L. The African Elephant: Twilight in Eden.
New York: Wiley, 1991.

“The Elephants’ Telltale Tusks.” Futurist, March/April 1990: 51.
Morais, Richard C. “Save the Elephants!” Forbes, 14 September
1992, 338-345.

Morell, Virginia. “Running for Their Lives.” International
Wildlife, 20 (May/June 1990): 4-13.

Moss, Cynthia. Elephants Memories: Thirteen Years in the Life of
an Elephant Family. New York: Morrow, 1988.

The 1993 Information Please Almanac. 46th ed. New York:
Simon and Schuster, 1993.

“Poachers’ Pause.” Economist, 2 March 1991, 42.

Tattersall, lan. “The Elephant Wars.” Review of At the Hand of
Man: Peril and Hope for Africa’s Wildlife, by Raymond Bonner.
New York Times Book Review, 2 May 1993, 13.

Underwood, Anne. “The Good Fake.” International Wildlife, 21
(July/August 1991): 29.

“When Is Culling the Animal Not Killing the Animal?” Africa
Report, May/June 1992, 10.

14.4 Learn CBE Format

The Scientific Style and Format: The CBE Manual for Authors, Editors,
and Publishers was prepared to provide formats for papers published
about both natural and applied sciences. The latest edition of the CBE
Manual (6th edition, 1994) recommends a common style but also cov-
ers major differences between disciplines and even countries. CBE for-
mat allows two methods of documentation:

1. A name-year system similar to APA format
2. A citation-sequence system that lists sources in the order of use

Students are introduced to various styles of documentation in Part 4: MLA Doc-
umentation, Part 5: APA Documentation, and Part 6: Chicago and
CBE Documentation. Parts 4 and 5 include information on how fo write a re-
search paper using the MLA and APA formats, with examples of fully documented
student papers included in each part. In addition, Part 4 includes updated MLA
guidelines. All three sections provide information on documenting electronic
sources. Part 6: Chicago and CBE Documentation is new to the third
edition.



Part 7: Special Assignments is new to the third edition. A handy ref-
erence on special types of writing assignments that students will find useful
throughout their college careers. The first chapter in this section discusses per-
suasive writing and presents strategies to help students write logical, well-devel-
oped arguments. The second chapter, on writing about literature, gives students
tips on how to critically read and analyze literary texts. This chapter also discusses
explication and critique. The third chapter, on business writing, prepares students
for writing business letters, memos, resumés, cover letters, and e-mail.

15.5 Recognize Five Logical Fallacies

Errors in logic, though sometimes subtle and hard to detect, appear in
political speeches and advertisements, in television commercials, in
newspaper editorials, and even in well-written and sincere arguments of
bright college students. Learn to recognize the most common logical fal-
lacies in the work of others and to avoid them in your own writing.

15.5a Generalizations Supported with Insufficient Evidence

Using induction, writers sometimes draw conclusions that are not jus-
tified by the amount of information they have gathered. Failing to
consider enough examples can lead to faulty generalizations.

1. My Uncle Randolph never attended college, yet he has a net worth
of more than $2 million. Therefore, the claim that college graduates have
greater earning power than those who are not college graduates is a myth.

CAUTION

Do not consider e-mail an
informal method of
communication. The
same rules of good
writing and courtesy
apply to both e-mail and
paper correspondence. If

Composing and Sending E-mail Messages

1. Find the e-mail section on your e-mail service provider’s home page.

2. Click on the icon labeled To Mail, Create Mail, or other appropri-
ate title.

3. See a screen that displays the TO, SUBJECT, Cc, Bcc, and AT-
TACHMENTS fields or spaces. In some cases, fields for other

types of information will also appear.

4. In the TO field, type the e-mail address of the person or or-

ganization to which you are writing. Make sure your
address is accurate to the last character; otherwise,
your message will not be delivered.

5. In the SUBJECT field, type a short phrase describ-
ing the subject or nature of your message.

6. In the Cc (“carbon” copy) field, type the e-mail
address of another reader—someone other than
your principal correspondent—to whom you
would like to send a copy of your message. If nec-
essary, you can also send a copy of your message

xi
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23.1b Relative Pronouns
Relative pronouns connect groups of words to nouns or to other
pronouns.

That and which refer to animals, objects, or ideas.
Who, whoever, whom, and whomever refer to people.
Whose can be used in all cases.
The family enjoyed a pizza that Rinaldo cooked.
She studied Buddhism, which is a major world religion.
Andy spoke with students who majored in history.
The company whose employees were honored is Apex Lamp.

23.1¢ Indefinite Pronouns

Indefinite pronouns refer to people and things that are not named or
are not specific.

any everybody nobody some
anybody everyone no one somebody
anyone everything one someone
each few

Anybody can join the club.

Everyone has paid a dollar.

Angela told no one about the problem.
Somebody turned off the light.

“ More than simply a A strong basic grammar section is provided in Part 8: Sentence
Sense, Part 9: Correct Usage, and Part 10: Punctuation,
Spelling, and Mechanics. Having learned from years of expe-
rience that students prefer practical approaches, we have tried to
these sections develop  qyoid the jargon of professional grammarians when offering advice
a systematic or explaining rules, principles, and techniques. Instead, we have
explained how following a particular principle will help students
write sentences and paragraphs that are clear, effective, and cor-
rect.

fragmented reference,
like some grammars,

approach to learning
basic skills. I like how
each rule is first
presented, then
reinforced with an
example, and finally
explained in terms of
the example.”

John P. Hinkins
Oakland Community
College



Part 11: Document Design gives students advice on using headings, tables,
and other visual aids when formatting documents, as well as information on using
word processing programs and HTML to design Web pages.

33.5 Design a World Wide Web Site 443
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Part 12: A Guide for ESL Writers gives additional guidance fo nonnative
speakers. ESL students will find in-depth coverage of articles, sentence structure,
subject-verb agreement, verb problems, adjectives and adverbs, participles, and
usage.

462 CHAPTER 34 Additional Help for ESL Writers

She can learn to operate the fax machine quickly.
Tom did arrive on time despite the traffic jam.

-

o You must promise not to reveal the secret to anyone.

3. If the mayor will supply the equipment, the town council will
c approve the plan.
% The students would register for his course if it met later in the day.
o If you qualify, you should enter the contest.
-

o Modals
g .

can do may will would

3 could does might shall should
E did must

3. Combine gerunds and infinitives correctly with verbs.
A gerund is an -ing noun formed from a verb; it
stands for an activity.

Hiking is my favorite sport.
I love running through the fields.

An infinitive is the basic form of a verb preceded by
to. Infinitives act as nouns, adjectives, or adverbs.

Noun: To eat well is to live well.
Adjective: Shoppers often make lists of things to buy.
e Adverb: | stopped at a small hotel to rest.

Here are some important things to remember when you
combine gerunds and infinitives with verbs:
a. Some verbs take both gerunds and infinitives with no change

in meaning.
; Infinitive: | love to swim in the ocean.
i Gerund: | love swimming in the ocean.

Other verbs mean one thing when they are combined with gerunds
and something else when they are combined with infinitives.

1 Infinitive: Jane forgot to buy a birthday card for her aunt.
Gerund: Jane forgot buying a birthday card for her aunt.

In the first sentence, Jane did not buy a card. In the second, she bought
a card but forgot that she had done so.
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Ancillary Package

An array of supplements is available from McGraw-Hill to accompany The Basics.

http://www.mhhe.com/basics—The Basics Web site includes an online
handbook, interactive grammar exercises, and interactive tutorials, as well as The
McGraw-Hill Guide to Online Research. You can also access The Basics Web site by

logging on to the McGraw-Hill English site at www.mhbhe.com/socscience/english.
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and research. This is also available on the Web at hiip://www.mhhe.com/allwrite




