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COURSE GUIDE DESCRIPTION 
You must read this Course Guide carefully from the beginning to the end. It tells 
you briefly what the course is about and how you can work your way through 
the course material. It also suggests the amount of time you are likely to spend in 
order to complete the course successfully. Please keep on referring to Course 
Guide as you go through the course material as it will help you to clarify 
important study components or points that you might miss or overlook. 

INTRODUCTION 

OUMH1103 Learning Skills for Open Distance Learners is one of the courses 
offered by the Faculty of Education and Languages at Open University Malaysia 
(OUM). This course is worth 3 credit hours and should be covered over 8 to  
15 weeks. 

COURSE AUDIENCE 

This course is compulsory to all learners registered at OUM. This module is 
designed to prepare you for the unique experience of studying at OUM and it 
will develop and enhance your skills in learning. 
 
As an open and distance learner, you should be able to learn independently and 
optimise the learning modes and environment available to you. Before you begin 
this course, please confirm the course material, the course requirements and how 
the course is conducted.  

STUDY SCHEDULE 

It is a standard OUM practice that learners accumulate 40 study hours for every 
credit hour. As such, for a three-credit hour course, you are expected to spend 
120 study hours. Table 1 gives an estimation of how the 120 study hours could be 
accumulated. 
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Table 1:  Estimation of Time Accumulation of Study Hours 

Study Activities Study 
Hours 

Briefly go through the course content and participate in the initial 
discussion  

3 

Study the module 60 

Attend three to five tutorial sessions 10 

Online participation 12 

Revision 15 

Assignment(s), Test(s) and Examination(s) 20 

TOTAL STUDY HOURS  120 

COURSE OBJECTIVES 
By the end of this course, you should be able to: 

1. Describe OUMÊs learning environment and manage your learning; 

2. Identify the main components of a personal computer and the Internet; 

3. Utilise the tools available under OUMÊs Learning Management System 
(myVLE); 

4. Apply the appropriate reading techniques as well as note-taking and note-
making skills; 

5. Present information in written or oral form and cope with assessments; 

6. Gather, retrieve and evaluate information from various sources; and 

7. Utilise the three Microsoft Office Applications software, i.e. Microsoft 
Word, Microsoft Excel and Microsoft PowerPoint. 

COURSE SYNOPSIS 
This course is divided into 10 topics. The synopsis for each topic is presented 
below: 
 
Topic 1 will introduce you to OUMÊs learning environment and how you can 
become an independent learner. In particular, the topic looks at strategies for 
managing stress, setting effective academic and personal goals, motivational tips, 
time management, and improving concentration. You will also be able to identify 
your personal learning style. 
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Topic 2 will allow you to familiarise yourself with the components of the 
personal computer and the Internet. You will also be acquainted with the myVLE 
and its features. Be prepared for hands-on experience in the computer lab with 
your tutor. 
 
Topic 3 will examine various reading techniques, including fast reading and slow 
reading. The fast reading methods that are discussed are scanning and 
skimming. On the other hand, the slow reading techniques are critical and 
analytical approaches, which are discussed in detail using the SQ3R technique. 
 
Topic 4 will look at five methods of note-making and note-taking. You may apply 
whichever method suits you best. In addition, some important tips that will help 
you to take notes more effectively will be discussed. 
 
Topic 5 will guide you on how to write an assignment and prepare for the oral 
presentation. It will also look into the methods to cite information using the 
OUM citation style based on the American Psychological Association (APA) 
format to acknowledge resources. 
 
Topic 6 will provide you with some important pointers that will help you do 
revision and improve your memory. Techniques for answering the various types 
of assessment questions are also shared in this topic. Apart from that, ethical 
conduct is emphasised as well, so that you are able to cope with your 
assessments effectively. 
 
Topic 7 will describe the components of a digital library e.g. the Tan Sri Dr. 
Abdullah Sanusi Digital Library. The topic lays out the process of gathering 
information and you will be guided in the search for information using the five 
search strategies and Boolean connectors. 
 
Topic 8 will discuss skills involved in retrieving information like searching 
OPAC, electronic databases and information from the Internet. You will be able 
to distinguish that printed materials are searched in OPAC, while e-books and e-
journals are searched under the electronic databases. On the other hand, the 
websites, or any other digital material can be retrieved via Internet search tools. 
 
Topic 9 will help you determine the authenticity of information by giving you 
some tips on evaluation of various sources of information. Thus, you can be a 
discerning learner in identifying the relevant information to suit your 
requirements. 
 
Topic 10 will focus on the basic ICT skills especially in creating documents using 
the Microsoft Office Applications. As such, you will be guided step by step on 
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how to create documents using Microsoft Word, create professional spreadsheets 
and charts using Microsoft Excel, as well as use Microsoft PowerPoint for your 
presentation needs. 

TEXT ARRANGEMENT GUIDE  

Before you go through this module, it is important that you note the text 
arrangement. Understanding the arrangement should help you to organise your 
study of this course to be more objective and more effective. Generally, the text 
arrangement for each topic is as follows: 
 
Learning Outcomes: This section refers to what you should achieve after you 
have completely gone through a topic. As you go through each topic, you should 
frequently refer to these learning outcomes. By doing this, you can continuously 
gauge your progress of digesting the topic. 
 
Self-Check: This component of the module is inserted at strategic locations 
throughout the module. It is inserted after you have gone through one subsection 
or sometimes a few subsections. It usually comes in the form of a question that 
may require you to stop your reading and start thinking. When you come across 
this component, try to reflect on what you have already gone through. When you 
attempt to answer the question prompted, you should be able to gauge whether 
you have understood what you have read (clearly, vaguely or worse you might 
find out that you had not comprehended or retained the subsection(s) that you 
had just gone through). Most of the time, the answers to the questions can be 
found directly from the module itself. 
 
Activity: Like Self-Check, activities are also placed at various locations or 
junctures throughout the module. Compared to Self-Check, Activity can appear 
in various forms such as questions, short case studies or it may even ask you to 
conduct an observation or research. Activity may also ask your opinion and 
evaluation on a given scenario. When you come across an Activity, you should 
try to widen what you have gathered from the module and introduce it to real 
situations. You should engage yourself in higher order thinking where you might 
be required to analyse, synthesise and evaluate instead of just having to recall 
and define. 
 
Summary: You can find this component at the end of each topic. This component 
helps you to recap the whole topic. By going through the summary, you should 
be able to gauge your knowledge retention level. Should you find points inside 
the summary that you do not fully understand, it would be a good idea for you 
to revisit the details from the module. 
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Key Terms: This component can be found at the end of each topic. You should go 
through this component to remind yourself of important terms or jargons used 
throughout the module. Should you find terms here that you are not able to 
explain, you should look for the terms from the module. 
 
References: References is where a list of relevant and useful textbooks, journals, 
articles, electronic contents or sources can be found. This list can appear in a few 
locations such as in the Course Guide (at References section), at the end of every 
topic or at the back of the module. You are encouraged to read and refer to the 
suggested sources to obtain the additional information needed as well as to 
enhance your overall understanding of the course. 

PRIOR KNOWLEDGE 

No prior knowledge required. 

ASSESSMENT METHOD 

Please refer to myVLE. 
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 INTRODUCTION 

Reflect on your learning experiences when you were a student either in a school 
or in a college. You probably remember best the planned classes and the bells 
ringing to mark the end of each class period. You also had the teacher ÂteachingÊ 
you and taking you through the lesson in a systematic manner. However, at 
Open University Malaysia (OUM), the situation will be very different. You will 
have to play the lead role - manage your learning, indicate your learning 
preferences to your tutor and strategise to be a successful open and distance 
learner.  
 
Generally, the concept of education and learning has always been associated with 
the physical presence of schools, classrooms, examination halls, teachers, 
textbooks and examinations. In todayÊs world, this is fast changing, be it in 
schools, colleges or universities. More modern models of learning are being 
introduced. One institution where change is most profound in terms of learning 
is OUM, which practises a blended approach to learning. Here, you take centre 
stage.  

TTooppiicc 

1
Managing  
Your Learning

 

1  

6. Identify eight causes of poor concentration and strategies to improve 
concentration; and 

7. Identify your personal learning style. 

5. Practise three aspects of time management; 

4. Apply seven motivational strategies for successful learning; 

LEARNING OUTCOMES 
By the end of this topic, you should be able to:

1. Explain three blended learning methodologies at OUM; 

2. Select ten strategies for managing stress; 

3. Set a goal based on nine characteristics of effective goals;  
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As an open and distance learning provider, OUM has your needs at heart. 
Learning is made Òexible by providing you three modes of learning  self-
managed learning, face-to-face interaction and virtual discussions.  
 
In this topic, you will be introduced to ways of managing your learning, 
especially the three approaches adopted at OUM to provide you with the best 
learning experience as an open and distance learner. Our aim is to support you in 
becoming independent in your thinking and decision making so that when you 
graduate you will be able to continue learning for the rest of your life. 

 OUM’S LEARNING ENVIRONMENT 1.1 

In OUM, we practised blended learning. Thus, in this topic, you will further 
explore the learning mode. On top of that, you will also be exposed to what it 
takes in order to be an excellent learner using the blended approach to learning. 

1.1.1 Getting to Know OUM’s Learning Modes 

In order to develop a learning system that is on par with, if not superior to, the 
traditional learning method, OUM has adopted a blended approach to learning 
which employs multi-mode strategies. Here, learning takes place through real 
and virtual interactions between learners and tutors via self-managed learning, 
face-to-face interactions and online learning methodologies. 
 
Blended learning combines online learning, or more technologically advanced 
forms of learning methods, with traditional methods such as face-to-face 
interaction (refer to the various levels of Blended Learning in Figure 1.1). 
Blended learning provides you with the best of both worlds, by giving you 
guidance that can be achieved in an actual classroom, as well as the Òexibility 
and openness of self-paced learning through online and virtual learning 
methods. 
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Figure 1.1: Blended learning at OUM 

Source: Abdullah Sanusi Ahmad (2003, pg. 6) 
 

(a) Self-Managed Learning 
Self-managed learning requires you to study independently according to 
your time availability. The printed module serves as the main source of 
learning. The module is supplemented by other reading materials both 
printed and digital. In addition, learning also takes place through 
audio/video tapes, CD-ROMs and laboratory experiments. Figure 1.2 
shows some of the advantages of being a self-managed learner. 

 

 
Figure 1.2: Advantages of being a self-managed learner 
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 (b) Face-to-face Interactions (Actual Classroom)  
Face-to-face interactions are tutorial sessions conducted in actual 
classrooms by tutors at OUM learning centres established throughout the 
country. Issues related to course materials, assignments and other related 
issues are discussed during these tutorial sessions. These sessions are 
normally conducted fortnightly, during the weekends or after ofÔce hours, 
not fewer than three times per semester. The ratio of tutors to learners is 
kept low to ensure the quality of the sessions. 

 
(c) Online Learning Methodologies (Virtual Classroom) 

In the virtual classroom, electronic communication tools such as email, 
discussion forums and chatrooms are provided to facilitate interaction 
among learners, tutors and facilitators. In addition, electronic learning 
materials (such as e-book and multimedia learning objects) are 
continuously being developed to enhance the learning outcomes. 
Communication tools and e-learning materials are delivered through the 
Internet via OUMÊs very own online delivery platform called Learning 
Management System (myLMS). 

 

 

ACTIVITY 1.1 

Refer to the diagram on blended learning possibilities at OUM. Which 
approach suits your learning style or preference? Share with your 
friends. You may refer to Appendix 1.3 to learn about learning styles. 

1.1.2 Being Independent 

At OUM, you are encouraged to become an independent learner. You are 
expected to study independently on your own or via group-learning 
methodologies. 
 
As a self-managed learner, you should be able to make your learning experiences 
meaningful and at the same time, cope with your daily routine. Whether or not 
you are a working student, you now have a greater responsibility towards your 
programme of study! 
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When you are an independent learner, you employ some or all of the suggested 
techniques below. 
 

 Planning and Managing the Smart Way 
 Techniques of planning and managing will be discussed throughout this 

topic. By practising the suggestions given in this module about planning and 
managing, you can ensure that your learning at OUM will be fruitful.  

 
 Applying Smart Time Management 

 It is very important for you to manage your time properly. Time management 
will be discussed in more detail in Section 1.2.4. 

 
 Motivating Yourself 

 For learning to be successful, you will also have to study the techniques of 
motivating yourself. Strategies to motivate yourself will be discussed in 
Section 1.2.3. 

 
 Developing Learning Strategies 

 You need to develop a personal style of learning by being aware of your 
learning style and suit it to any of the above three techniques. For example, if 
you are a visual learner, you need to visually record/write the content you 
are studying in the form of short notes, mind maps or charts. (Please refer to 
Section 1.3 for more information on learning styles). 

 
Apart from the techniques discussed above, you will need to have other skills 
which are essential to facilitate your learning as an independent learner. These 
include ICT and information skills which will be discussed later in the module. 

1.1.3 Maximising OUM Learning Facilities 

To be a better equipped learner, you must maximise the use of the OUM facilities 
that are available to you. 
 

Ponder for a moment on how it is possible for an OUM learner who is 
living in a rural area to take full advantage of learning at OUM. 

 
Understanding the functions of the OUM Learner Services Centre, your Local 
Learning Centre, the OUM Digital Library and the OUM website will help you to 
manage your learning more efficiently. 
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Figure 1.3 shows some of the facilities provided at OUM. 
 

 
Figure 1.3: Facilities at OUM available to you 

 
Now that you have been introduced to the learning methodologies employed at 
OUM, letÊs proceed to the next important part  coping with learning. 

 COPING WITH LEARNING 1.2 

New learning experiences can lead to moments of joy as well as occasions of 
unhappiness. When unhappiness sets in, stressful situations may build up. As 
such it is important that you are aware of these situations and learn how to 
manage them. In the following sections, we will take you through ways of 
managing stress, goal setting, motivational strategies for successful learning, time 
management, and concentration strategies for better learning. 

1.2.1 Managing Stress 

Stress is a very natural and important part of our everyday life. With a little bit of 
stress we achieve what we have set to do for the day or week. During times of 
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stress, both the body and the mind are affected. Stress can be either positive or 
negative. Our body is designed to react to both types of stress. We have to learn 
about stress in order to help our bodies return to a more relaxed state.  
 
Positive stress helps to keep us alert, motivates us to face challenges, and drives 
us to solve problems. Low levels of stress are manageable and can be thought of 
as necessary for normal stimulation.  
 
Negative stress, on the other hand, results when our body over-reacts to events. 
It leads to a „Ôght or Òight‰ reaction. Such reaction may have been useful long 
ago when our ancestors were frequently faced with life or death situations. 
Nowadays however, such occurrences are not so usual. Yet, we irrationally react 
to many daily situations as if they are life or death issues. 
 
However, stress must not be ignored. Early warnings, like any signiÔcant 
changes in your usual pattern of behaviour, can indicate that something might be 
wrong. Some symptoms of stress are: 

 Outbursts of anger;  

 Loss of efficiency in your studies; 

 Restlessness and/or uneasiness at being alone;  

 Withdrawal from friends and social situations; 

 A lack of joy, spontaneity, happiness or enthusiasm;  

 Preoccupation with certain thoughts, especially negative ones;  

 Difficulty in concentrating and/or making minor decisions; and 

 Intolerance of people, and irritability, especially during discussions or 
disagreements.  

 
Some of the most common causes of stress that you as a self-managed learner 
could encounter include those related to academic performance, lifestyle 
changes, finances, health, social relationships, family and friends. 
 
You need to master some strategies in more realistic and reasonable ways to 
overcome any stressful situation. In the following sections, you are introduced to 
strategies for managing stress, and for coping with everyday problems that cause 
anxiety. 
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(a) Strategies for Managing Stress 
 The following are some strategies for managing stress: 

  (i) Take Action to Organise Yourself 
 You should control the way you spend your time and energy so that 

you can handle stress more effectively. For example, if you are 
working full time, you may want to learn at night when everyone is 
asleep or be an early bird and start your day one or two hours earlier. 

(ii) Control Your Environment by Controlling Who and What is 
Surrounding You  

 In this way, you can either get rid of stress or get support for yourself. 
Be in the company of your learning peers so that you maximise your 
leisure or unplanned time. 

(iii) Give Yourself Positive Feedback 
 Remember to feed your subconscious mind with positive thoughts. For 

example, tell yourself that you are going to pass this semesterÊs exams 
with Òying colours. If you keep thinking these thoughts, and work 
hard, you are very likely to achieve what you want. „It is a funny thing 
about life. If you refuse to accept anything but the best, you very often 
get it.‰ (W. Somerset Maugham). 

(iv) Reward Yourself 
 It really helps you to have something to look forward to. Take up a 

mind-relaxing activity or plan regular leisure activities after you have 
accomplished your objectives. 

(v) Exercise Your Body 
 Your health and productivity depend on your bodyÊs ability to supply 

oxygen and food to its cells. Therefore, exercise your heart and lungs 
regularly, a minimum of three days per week for 15 to 30 minutes. 
This can be in the form of activities such as walking, jogging, cycling, 
swimming or aerobics.  

(vi) Relax 
 Take your mind off stress and concentrate on breathing and positive 

thoughts. Dreaming is relaxing too, along with meditation, 
progressive relaxation, exercise, listening to relaxing music, as well as 
communicating with friends and loved ones.  

(vii) Rest as Regularly as Possible 
 Generally, six to seven hours of sleep a night is sufÔcient for adult 

learners. Take short breaks. Your mind cannot absorb everything at 
one time. It needs time to process and integrate information. As a 
general rule of thumb, take a ten-minute break every hour. Rest your 
eyes as well as your mind.  
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 (viii) Be Aware of Yourself 
 Be aware of distress signals such as insomnia, headaches, anxiety, 

upset stomach, lack of concentration, cold/Òu, excessive tiredness, 
etc. Remember, these can be signs of serious disorders (i.e., ulcers, 
hypertension, heart disease). Always ÂlistenÊ to tensions in your body. 
For example, check if you are gripping the steering wheel too hard 
when driving!  

 (ix) Eat a Balanced Diet and Exercise 
 Avoid foods that are high in fats and sugar. Do not depend on drugs 

and/or alcohol. Caffeine may keep you awake but it may also make it 
harder for you to concentrate. Remember, a 20-minute walk can be a 
better tranquiliser than some prescription drugs. 

(x) Learn to Enjoy Yourself 
 Studies have shown that happier people tend to live longer, have less 

physical problems, and are more productive. Look for the humour in 
life when things do not make sense. Remember, you are very special 
and deserve only the best treatment for yourself.  

(b) Coping with Everyday Study Problems 
 Some ways to cope with everyday study problems are as follows: 

(i) Recognise Your Own Resources  
 Assessing your strengths and weaknesses can help you see what you have 

at your disposal to help you cope. For example, know where you can get 
reference books. Ask yourself: „Are they only available at the library 
nearest to me or can I get them online? How do I get these online books?‰ 

(ii) You Do Not Have to Cope Alone 
 Talking with family and friends may help you to get through difÔcult 

times in your studies. At OUM, we have the Centre for Student 
Management which can help you to overcome some of your 
problems. We have trained student counsellors to help you cope with 
difÔcult and stressful situations.  

(iii) Be Realistic 
 Set attainable goals. If you have three assignments to complete for the 

semester, check the deadlines and allocate sufficient time for each 
assignment. 

(iv) You Cannot Achieve Absolute Control 
 In order to become a successful learner, you need to cooperate and 

collaborate. Remember, you cannot do it alone. Your peers and tutors 
will play an important role and you will benefit from joining study 
groups and keeping in touch with your tutors. 
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(v) Learn to Accept Failure 
 Do not be too upset when you do badly in your first test or assignment. 

Improving yourself can be a gradual process. Speak to your tutor if you 
are not satisfied with your results and find out how you may improve. 

(c) Anxiety 
 There is also stress caused by anxiety. As an OUM learner, you may get 

anxious when you are about to face an examination or hand in an assignment. 
Much of the anxiety comes from the fear that you might fail or not perform 
well. Anxiety caused by such events can be either anticipatory or situational. 

 

 

ACTIVITY 1.2 

You are having an examination in three days. However, due to your 
work and personal commitments, you have not been able to spend 
time studying for the examination. When panic-stricken, how do you 
react? Post your answers in the discussion forum. You may include 
your personal experiences in the answer. 

 
(i) Anticipatory anxiety  The distress that you feel while studying or 

preparing for quizzes/tests and assignment and thinking of what 
might happen when you are taking the quizzes/tests or are late in 
handing in an assignment. 

The following are some important points that can help you overcome 
anticipatory anxiety: 

 Relax; 

 Be focused; 

 Think positive; 

 Study in a group; 

 Have a specific study time; 

 Get a set of complete notes; 

 Get comfortable with your study place; and 

 Know where you stand and where you are heading. 
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(ii) Situational anxiety  Anxiety that occurs during an examination and 
before an assignment is due. 

The following are important points on how to manage anxiety in the 
examination room, or how to manage the stress of getting assignments 
done: 

 Be punctual; 

 Organise your work schedule; 

 Avoid highly anxious friends; 

 Read and understand the instructions; 

 Work at a comfortable pace; 

 Ask for clarification; 

 Keep moving; and 

 Relax. 
 
The most important thing that you can do to control your anxiety 
level is by studying and knowing the materials well enough so that 
you can recall clearly even under stress. Set goals, motivate yourself, 
practise good time management and avoid laziness, procrastination or 
daydreaming. 

1.2.2 Goal Setting 

Goals are things that you want to achieve as you pursue a certain course of 
action. Goals are important for an open and distance learner like you because 
they help to motivate you to do your work, attend classes and study for 
examinations. This will increase your chance of success. However, most people 
do not achieve their goals because they fail to set effective goals and/or they do 
not take any action to achieve their goals. They drift aimlessly. 
 
(a) Characteristics of Effective Goals 
 Effective goals have the following characteristics: 

(i) They are self-chosen. You need to determine your own goals.  

(ii) They are relevant and congruent to your mission and core values. 

(iii) They are challenging. These are goals which require you to achieve 
more than you did before, but will not give you unnecessary pressure 
of achievement. 
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(iv) They are realistic or attainable. To set realistic goals, you must 
evaluate your chances of achieving the goals. Ensure that you have 
the necessary knowledge, skills, talents or resources to accomplish 
your goals. 

(v) They are specific. Specific goals are necessary both to measure 
progress and to ensure their attainment. The more specific your goals, 
the more you will be motivated to achieve them. 

(vi) They are measurable. They are measurable if you can determine 
whether or not you reach them.  

(vii) They are time-bound. If goals are not time-bound, you will delay 
actions to attain them. Deadlines are also important in motivating you 
towards attaining your goals. 

(viii) They are positive. When working towards something, it helps to have 
a positive attitude. 

(ix) They are written and kept in a place where you can see them often. 
Writing crystallises thought, which motivates action. 

 
In establishing effective goals, remember the mnemonic, SMART, which stands for: 
 
 S  Specific 
 M  Measurable or verifiable 
 A  Attainable 
 R  Relevant to personal mission 
 T  Time-bound (target date) 
 
It is important to balance your academic and personal goals. Academic goals 
relate to your course work. Personal goals are important too. However, if you 
focus too much on your personal goals, you may find that you have little time 
left for studying. Balancing academic and personal goals need planning and 
flexibility. These goals can be short or long-term.  
 
Examples of short-term goals are: 

 I want to spend three hours to do my assignment. 

 I want to read Topics 2 to 4 of the Learning Skills for Open and Distance 
Learners module. 

 
Examples of long-term goals are: 

 I want to graduate in four years. 

 I want to start on my MBA next month. 

 



 TOPIC 1 MANAGING YOUR LEARNING     
 

13 

 

List your academic goals for your short-term and long-term plans at 
OUM. 
 

Schedule Academic Scale 

Short term  

Long term  
 

ACTIVITY 1.3 

 
The following section explains a five-step approach to setting realistic goals. 
 
(b) A Five-Step Approach to Setting Goals 

 Step 1: Write down what you want to accomplish.  
  Example: I want to read the Learning Skills for Open and 

Distance Learners module (pages 22 to 40) by 4.00pm. 

 Step 2: Write down any obstacles. 
  Example: 1. I am always sleepy after lunch. 

2. There is a football game on TV at 3.00pm. 

 Step 3: Write down any resources available to you. 
 Example: 1. I have the Learning Skills for Open and Distance 

Learners module with me. 
 2. The Internet is available at home in case I need to 

browse websites to do activities suggested in the 
module. 

 Step 4: Review and revise your tentative goal statement (Step1). Take 
corrective action and modify your goals if necessary. 

 Step 5: Refine your goal statement. 
 
Now that you have been given some pointers on how to set your goals, do 
Activity 1.4 to practise the art of setting goals. 
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1. Write down your goals for this semester at OUM.

2. Make a list of the obstacles you encountered as a self-managed 
learner at OUM. 

3. Make a list of resources available to you at OUM, your work 
place or your home. 

4. Describe how you can use the resources available to overcome 
obstacles. 

5. Rewrite your goals for this semester. 

ACTIVITY 1.4 

 

 

Do you know that most people fail to set goals for themselves? Visit a 
few websites on this topic and find out why. 

ACTIVITY 1.5 

1.2.3 Motivational Strategies for Successful Learning 

Motivation is something that energises, directs and sustains behaviour towards a 
particular goal. It affects how you do your work, when you do your work, how 
long you work on a task, how well you concentrate on your work and which 
study strategies you use. 
 
Here are some of the basic strategies that could help you to motivate yourself: 
 

 Set Challenging but Realistic Learning Goals 
 Before you begin your task, decide on the facts, concepts or ideas that you 

want to learn. Set yourself realistic and achievable goals so that you will be 
more motivated to attain them. 

 
 Break Down the Bigger Task at Hand 

 Make tasks more manageable by breaking them down into smaller, more 
manageable tasks so that you will not feel daunted or intimidated. 
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 Maintain a Positive Attitude 
 Maintaining a positive attitude is very important. Think of difficulties as 

challenges. If there is something you have to learn which seems threatening, 
consider the ways in which it can also be an opportunity to do something new. 

 
 Aim for Higher Peaks 

 Push yourself a bit harder when you have met one set of goals. Make your 
next set of goals a little more challenging. 

 
 Use Active Learning Strategies 

 Instead of passive learning, use active learning strategies. Take the initiative 
to seek out resources by going to the library, surfing websites, talking to your 
tutors and having face-to-face or online discussions with peers. 

 
 Learn from Mistakes 

 Do not get discouraged by the mistakes that you make while learning. Instead, 
get someone or new resources to help with your learning. Find support from 
your tutors, peers or anyone who can help you. Look back at your approach to 
learning. Ask yourself, „Is there a better way of doing things?‰  

 
 Monitor Your Learning 

 To motivate yourself, reflect on your progress while learning. Get feedback 
from your tutors on your tests and assignments. Discuss your grades with the 
relevant authorities. 
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ACTIVITY 1.6 

To strengthen your motivation, reÒect upon your reasons for pursuing 
your studies at OUM and Ôll in the blanks to monitor your progress 
and to help focus your thinking. If learning becomes difficult, look 
over your answers to raise your motivation. 

Questions to Ask Yourself Your Answers 

Are there different levels of reading the OUM 
module eg. units, chapters, concepts, skills, 
levels, etc.? 

 

Do I have speciÔc short-term goals?  

How much time in a day or a week would I 
need to devote to study? 

 

Do I have a daily or weekly schedule?  

What are the sources of information that I can 
use to improve my learning? 

 

How can I check my learning?  

What extra skills have I developed to become 
a successful open and distance learner? 

 

To whom shall I report my learning progress?  

When shall I report my learning progress?  

What are the rewards as I progress? Whom 
shall I consult if IÊm not getting the results I 
want? 

 

Am I thinking positively about my goals?  

Was the subject matter as interesting as I Ôrst 
thought? If not, what can I do? 

 

Was the process of learning that I chose 
effective? 

 

Was my tutor helpful?   
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It is important to know that if you did not succeed in learning as you hoped for, 
this does not mean that you have failed. Success in learning is determined by an 
evaluation of your learning process and what you have learned from this 
process. 

1.2.4 Time Management 

Time management is the way you regulate or schedule your time. The key to 
successful time management is allowing enough time to complete your work 
while still finding time to complete other responsibilities. Learning good time 
management techniques can motivate you to accomplish your goals.  
 
All successful time management begins with planning. When you plan your 
activities with the objective of achieving a goal, you are taking responsibility for 
yourself and your choices. You are now in control of how you manage your time. 
 
Some of the benefits of effective time management are that it helps you to: 

 Plan ahead;  

 Evaluate your progress;  

 Spend time more productively; 

 Take control of your activities; 

 Prioritise by listing the most important things to do first; and 

 Avoid time conflict like getting caught with two assignments with the same 
deadline. 

 
The following sections provide some advice on how to analyse your use of time, 
set your priorities and plan a schedule. 
 
(a) Analyse Your Use of Time 
 One of the most important things in self-managed learning is that you are 

expected to manage your own time and manage it effectively. However, 
time management is more than just managing your time. It is also about 
managing yourself. Using Table 1.1, letÊs  now analyse how you spend your 
time. 
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Table 1.1: Analysis of Your Time Usage 

 Yes/No/Any 
Other Answers 

Strategy: What Should I do 
to Improve?/Elaborate 

1. Do I use my time efficiently?   

2. How do I waste time?   

3. What or who distracts me?   

4. Do I need to plan out my time 
for the year, semester, week, 
day or each piece of work? 

  

5. Do I waste time getting started 
on my studies? 

  

6. Do I make the most of my spare 
time for my studies? 

  

 

 

ACTIVITY 1.7 

LetÊs try to answer some of the questions in this website to determine 
just how much time you will have for your studies! 

http://www.ucc.vt.edu/stdysk/TMInteractive.html 

So, how much time do you have for your studies? 

 
(b) Set Your Priorities 
 Once you know the amount of time you have for your studies, you must 

learn how to set priorities in order to take charge of your situation and to 
achieve your goals. Be focused is the advice we give all the time. Your 
priorities should also reflect your relationships with others. If you are 
married with children, then your priorities might include your spouse and 
children. If you are single and living with friends, you might consider 
friends on top of your priority list.  

 
 Setting priorities is important. However, do not let others or their interests 

distract you from your goals as a learner!  
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ACTIVITY 1.8 

Try this activity to get yourself oriented towards achieving your daily and 
weekly tasks. Please be reminded that there are many ways to achieve this 
task. One very simple method is to list your daily tasks for the next day. Use 
this example below to create one for yourself. One way to prioritise is to 
have a „to do‰ list. An example is provided. Use the example to make your 
own „to do‰ list. 
 
 List of Things To Do Order of Priority/Deadlines 

1. Send son for dental appointment at 
3.00pm. 

3 

2. Meet friends for lunch. 5 

3. Send letter to Dean. 1 

4. Submit answer for online forum. 4 

5. Start reading Topic 4. 3 

 
 List of Things To Do Order of Priority/Deadlines 

   

   

   

   

   

 
(c) Plan a Schedule 
 Begin a thoughtful planning process by writing your plans down in a 

planner. There are different time management aids that can help you plan. 
These include timetables, diaries and year planners. You can also make 
plans easily by getting the latest electronic planning gadgets!  

 
 Here are some guidelines on identifying study time: 

 Identify which times in the day you feel fresh and attentive;  

 If possible, stick to these times every week; 

 Consider your sleeping habits; and  

 Study when you are mentally most alert! 
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 ACTIVITY 1.9

Using the example below, create your own weekly schedule. This is a 
schedule for your weekÊs activities e.g. classes, study times, 
appointments, work and social events. After you have Ônished, you can 
compare your weekly schedule with these of your peers. Different 
learners will have different sets of weekly schedules. 
 

Month:     Week 1 / 2 / 3 / 4 

Day/Time 8.00am  
10.00am 

10.00am 
noon 

2.00pm  
4.00pm 

4.00pm  
6.00pm 

9:00pm 
Onwards 

Monday      

Tuesday      

Wednesday      

Thursday      

Friday      

Saturday      

Sunday      

 
There are so many ways for you to plan and schedule your tasks. When you have 
a plan you will: 

 Become aware of how you spend your time; 

 Be able to manage and achieve your goals; and 

 Avoid last-minute rush to meet deadlines. 

1.2.5 Concentration Strategies for Better Learning  

Learning time management skills will help you to prepare, not only for now but 
also the future. It can also help you to develop good habits and skills. You can be 
a successful time manager and a successful learner if you are willing to learn and 
apply the tools and techniques of effective time management. 
 
Concentration is important in order for you to sustain learning. You can 
determine the causes of poor concentration while learning and then use various 
strategies to improve your concentration. 
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(a) Causes of Poor Concentration 
 Here are some of the causes of poor concentration and helpful tips to 

overcome them: 

 Environmental distractions: These include the TV, chairs that are too 
comfortable, snacks, other people, etc. Leave or rearrange a distracting 
environment. Go to a library or a classroom when you intend to study 
seriously.  

 Noise: Music, songs and conversations are examples of noise. Train 
yourself to study away from others and in silence. 

 Physical distractions: Examples of these are hunger, drowsiness and 
tiredness. Study when you are most alert. Eat a high-protein snack. Do 
five minutes of light exercise to refresh yourself.  

 Boredom, dislike, disinterest: Find a reason for taking the class by 
talking to your tutors and other learners. Create genuine interest.  

 Anxiety about studies: Find out how to study effectively. Put the course 
in proper perspective. Pick up crucial skills.  

 Intimidating study tasks: Break up large tasks into smaller, achievable 
tasks. Do the most difficult task first. Give yourself rewards for progress 
and ÂÔnesÊ for laziness.  

 Daydreaming: Separate daydreaming from studying. When your mind 
starts to wander, write down the interrupting thought and continue 
studying. Alternatively, recall important points and then turn away 
from your book and continue to daydream. When you are ready to read 
again, do so. The trick is not to daydream and read at the same time.  

 Personal worries: Identify and define the problem and develop a 
concrete, specific plan to resolve personal worries. Talk with someone 
who can help, such as a friend, counsellor or specialist.  

 
(b) Strategies for Improving Concentration 
 In order to develop better concentration while studying, one of the things 

you can do is to think of concentration improvement as a three-step process 
as follow:  

(i) Identify the causes of poor concentration and decide which apply to 
you. If you are a working father/mother with three schoolgoing 
children, you might face difficulties concentrating on your learning 
and coping with distractions from your children.  

 (ii) Take steps to control these factors. You can plan and organise your 
schedule to take into consideration your own needs to concentrate on 
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your learning without jeopardising your childrenÊs needs for your 
attention; and  

(iii) Make your control habitual. Keep insisting that you concentrate using 
these controls until you can routinely concentrate well on your 
studies. 

 
(c) Conducive Study Area for Improving Concentration 
 Do you have a place for study you can call your own? The right place of 

course varies according to your personal preferences and mood. Whether 
you choose to study at home, in the library, or anywhere else, you will have 
to ensure that you have: 

 The right space to call your study area;  

 Comfortable furniture and lighting; and 

 The ability to stay organised! 
 

Having a proper study area also helps you in concentrating on your 
studies. One question that is often asked is „Where to study?‰ Our 
suggestion is to have a proper study area which you use most of the time. 
However, you should adjust once in a while to take advantage of your 
moods. 
 

 
Figure 1.4: Study areas 

 
You can make your study area conducive for learning by:  

 Designing an area in your room or house that is just for studying and 
conditioning yourself to only study at that place. 

 Creating a motivating atmosphere and turning your study area into a 
positive place to study by making it pleasant.  

 Securing a good location for your study area. Distractions should be 
avoided. Your study spot should be accessible and convenient. Ensure 
that there is a door to help block out noise and intrusions. 
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 Ensuring that the study area has good ventilation and a comfortable 
temperature. 

 PERSONAL LEARNING STYLES 1.3 

Discovering your learning style can help improve your learning. When you 
know your learning style, you can be more focused on your learning, thus 
improving your concentration. There are many different styles of learning. Your 
learning style is unique to you alone. Your learning style defines how you 
acquire and process information and has nothing to do with being ÂsmartÊ! By 
understanding your learning style, you can strategise your own learning. 
Eventually, you can customise your studying habit to suit your own needs. 
 
Different people are inclined towards different learning styles, i.e. we are either 
more visual, auditory or kinaesthetic. However, there are also other ways of 
determining different types of learning styles which are as shown in Appendix 
1.1 and 1.2. Read on to see which learning style or styles suit you most. 
 

 

ACTIVITY 1.10 

Visit the following website. Answer the questions online and discuss 
with your coursemates. 
 
http://www.engr.ncsu.edu/learningstyles/ilsweb.html 

 
There is no general advantage to one style over another. However, by knowing 
your learning style, some of the benefits are: 

 You can avoid problematic situations; 

 You can target areas that need improvement; and 

 You will be more successful as a self-managed learner. 
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• OUM learning approaches include self-managed learning, face-to-face 

interactions and online learning. 

• Facilities offered by OUM include Learner Service Centre, Digital Library, 
OUM website and Local Learning Centre. 

• In order to cope with learning, a few techniques have to be practiced. These 
are: 

− Managing Stress, 

− Goal Setting, 

− Motivational Strategies, 

− Time Management, 

− Concentration. 

• They are three dominant learning styles which are visual, auditory and 
kinaesthetic. The learning styles affect oneÊs approach to acquiring learning. 

 

 
Actual classroom 

Goal 

Independent learner 

Motivation 

Personal learning style 

Self-managed learning 

Stress 

Time-management 

Virtual classroom 
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APPENDIX 1.1 
INDEX OF LEARNING STYLES∗ 

Directions 

Enter your answers to every questions on the ILS Scoring Sheet (see page 29). 
Please choose only one answer for each question. If both „a‰ and „b‰ seem to 
apply to you, choose the one that applies more frequently. 

 
1. I understand something better after I 
 (a) try it out. 
 (b) think it through.  

 
2. I would rather be considered 
 (a) realistic. 
 (b) innovative.  

 
3. When I think about what I did yesterday, I am most likely to get 
 (a) a picture. 
 (b) words.  

 
4. I tend to 
 (a) understand details of a subject but may be fuzzy about its overall 

structure. 
 (b) understand the overall structure but may be fuzzy about details.  

 
5. When I am learning something new, it helps me to 
 (a) talk about it. 
 (b) think about it.  

 
6. If I were a teacher, I would rather teach a course 
 (a) that deals with facts and real life situations. 
 (b) that deals with ideas and theories.  

 

                                                 
∗  Copyright © 1991, 1994 by North Carolina State University (Authored by Richard M. Felder and 

Barbara A. Soloman). For information about appropriate and in appropriate uses of the Index of 
Learning Styles and a study of its reliability and validity, see <http://www.ncsu.edu/felder-
public/ILSpage.html>. 
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7. I prefer to get new information in 
 (a) pictures, diagrams, graphs, or maps. 
 (b) written directions or verbal information. 
 
8. Once I understand 
 (a) all the parts, I understand the whole thing. 
 (b) the whole thing, I see how the parts Ôt.  
9. In a study group working on difficult material, I am more likely to 
 (a) jump in and contribute ideas. 
 (b) sit back and listen.  

 
10. I find it easier 
 (a) to learn facts. 
 (b) to learn concepts.  

 
11. In a book with lots of pictures and charts, I am likely to 
 (a) look over the pictures and charts carefully. 
 (b) focus on the written text.  

 
12. When I solve math problems 
 (a) I usually work my way to the solutions one step at a time. 
 (b) I often just see the solutions but then have to struggle to figure out the 

steps to get to them.  
 

13. In classes I have taken 
 (a) I have usually gotten to know many of the students. 
 (b) I have rarely gotten to know many of the students.  

 
14. In reading non-fiction, I prefer 
 (a) something that teaches me new facts or tells me how to do something. 
 (b) something that gives me new ideas to think about.  

 
15. I like teachers 
 (a) who put a lot of diagrams on the board. 
 (b) who spend a lot of time explaining.  

 
16. When I am analysing a story or a novel 
 (a) I think of the incidents and try to put them together to figure out the  

themes. 
 (b) I just know what the themes are when I finish reading and then I have 

to go back and find the incidents that demonstrate them.  
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17. When I start a homework problem, I am more likely to 
 (a) start working on the solution immediately. 
 (b) try to fully understand the problem first.  
 
18. I prefer the idea of 

(a) certainty. 
(b) theory.  
 

19. I remember best 
 (a) what I see. 
 (b) what I hear.  
20. It is more important to me that an instructor 
 (a) lays out the material in clear sequential steps. 
 (b) gives me an overall picture and relates the material to other subjects.  

 
21. I prefer to study 
 (a) in a study group. 
 (b) alone.  

 
22. I am more likely to be considered 
 (a) careful about the details of my work. 
 (b) creative about how to do my work.  

 
23. When I get directions to a new place, I prefer 
 (a) a map. 
 (b) written instructions.  

 
24. I learn 
 (a) at a fairly regular pace. If I study hard, IÊll „get it.‰ 
 (b) in fits and starts. IÊll be totally confused and then suddenly it all 

„clicks.‰  
 

25. I would rather first 
(a) try things out. 

 (b) think about how IÊm going to do it.  
 

26. When I am reading for enjoyment, I like writers to 
 (a) clearly say what they mean. 
 (b) say things in creative, interesting ways.  

 
27. When I see a diagram or sketch in class, I am most likely to remember 
 (a) the picture. 
 (b) what the instructor said about it.  
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28. When considering a body of information, I am more likely to 
 (a) focus on details and miss the big picture. 
 (b) try to understand the big picture before getting into the details. 

 
29. I more easily remember 
 (a) something I have done. 
 (b) something I have thought a lot about.  
 
30. When I have to perform a task, I prefer to 
 (a) master one way of doing it. 
 (b) come up with new ways of doing it.  

 
 

31. When someone is showing me data, I prefer 
 (a) charts or graphs. 
 (b) text summarising the results.  

 
32. When writing a paper, I am more likely to 
 (a) work on (think about or write) the beginning of the paper and 

progress  forward. 
 (b) work on (think about or write) different parts of the paper and then 

order them.  
 

33. When I have to work on a group project, I first want to 
 (a) have „group brainstorming‰ where everyone contributes ideas. 
 (b) brainstorm individually and then come together as a group to 

compare ideas.  
 

34. I consider it higher praise to call someone 
 (a) sensible. 
 (b) imaginative.  

 
35. When I meet people at a party, I am more likely to remember 
 (a) what they looked like. 
 (b) what they said about themselves.  

 
36. When I am learning a new subject, I prefer to 
 (a) stay focused on that subject, learning as much about it as I can. 
 (b) try to make connections between that subject and related subjects.  

 
37. I am more likely to be considered 
 (a) outgoing. 
 (b) reserved. 
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38. I prefer courses that emphasise 
 (a) concrete material (facts, data). 
 (b) abstract material (concepts, theories).  

 
39. For entertainment, I would rather 
 (a) watch television. 
 (b) read a book.  
 
40. Some teachers start their lectures with an outline of what they will cover. 

Such outlines are 
 (a) somewhat helpful to me. 
 (b) very helpful to me.  

 
41. The idea of doing homework in groups, with one grade for the entire 

group, 
 (a) appeals to me. 

(b) does not appeal to me.  
 

42. When I am doing long calculations, 
 (a) I tend to repeat all my steps and check my work carefully. 
 (b) I Ônd checking my work tiresome and have to force myself to do it.  

 
43. I tend to picture places I have been 
 (a) easily and fairly accurately. 
 (b) with difficulty and without much detail.  

 
44. When solving problems in a group, I would be more likely to 
 (a) think of the steps in the solution process. 
 (b) think of possible consequences or applications of the solution in a 

wide range of areas. 
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APPENDIX 1.2 
ILS SCORING SHEET 

1. Put „1‰s in the appropriate spaces in the table below (e.g. if you answered 
„a‰ to Question 3, put a „1‰ in Column A by Question 3). 

 
2.  Total the columns and write the totals in the indicated spaces. 
 
3. For each of the four scales, subtract the smaller total from the larger one. 

Write the difference (1 to 11) and the letter (a or b) for which the total was 
larger on the bottom line. 

 

 For example, if under „Active/Reflective‰ you had 4 „a‰ and 7 „b‰ 
responses, you would write „3b‰ on the bottom line under that heading.  

 
4. On the next page, mark „X‰s above your scores on each of the four scales. 
 

 
 
Transfer your scores to the ILS report form by placing XÊs at the appropriate 
locations on the four scales. 
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ILS REPORT FORM 

 
 
If your score on a scale is 1 to 3, you are fairly well balanced on the two 
dimensions of that scale. 
 
If your score on a scale is 5 or 7, you have a moderate preference for one 
dimension of the scale and will learn more easily in a teaching environment 
which favours that dimension. 
 
If your score on a scale in 9 or 11, you have a very strong preference for one 
dimension of the scale. You may have real difficulty learning in an environment 
which does not support that preference. 
 
See ÂLearning Styles and StrategiesÊ by Richard Felder and Barbara Soloman 
(refer to page 1) for explanations of your preferences on the individual scales. 
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APPENDIX 1.3 
LEARNING STYLES AND STRATEGIES1 

Richard M. Felder 
Hoechst Celanese Professor of Chemical Engineering 

North Carolina State University 

Barbara A. Soloman 
Coordinator of Advising, First Year College 

North Carolina State University 

ACTIVE AND REFLECTIVE LEARNERS2 

 Active learners tend to retain and understand information best by doing 
something active with it  discussing or applying it or explaining it to others. 
Reflective learners prefer to think about it quietly first.  

 „LetÊs try it out and see how it works‰ is an active learnerÊs phrase; „LetÊs 
think it through first‰ is the reflective learnerÊs response.  

 Active learners tend to like group work more than reflective learners, who 
prefer working alone.  

 Sitting through lectures without getting to do anything physical but take 
notes is hard for both learning types, but particularly hard for active learners.  

 Everybody is active sometimes and reflective sometimes. Your preference for 
one category or the other may be strong, moderate, or mild. A balance of the 
two is desirable. If you always act before reflecting you can jump into things 
prematurely and get into trouble, while if you spend too much time reflecting 
you may never get anything done.  

 
 
 

                                                 
1  Copyright C 1993 by Richard M. Felder and Barbara A. Solomon. Based on material in Felder, R. 

M., & Silverman, L. K. (1988). Learning and teaching styles in engineering education. 
Engineering Education, 78(7), 674-681. [Online]. Available: 
http://www4.ncsu.edu/unity/lockers/users/f/felder/public/Papers/LS-1988.pdf [2008, Mac 
14]. 

 
2  See Felder, R. (1994). Meet your students: 5. Edward and Irving. Chemical Engineering 

Education, 28(1), 36-37. [Online]. Available: 
http://www4.ncsu.edu/unity/lockers/users/f/felder/public/Columns/Edirv.html [2008, Mac 
14]. Edward is an extravert and Irving is an introvert, types related to active and reflective 
learners although not identical to them. 
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How Can Active Learners Help Themselves?  
If you are an active learner in a class that allows little or no class time for 
discussion or problem-solving activities, you should try to compensate for these 
lacks when you study. Study in a group in which the members take turns 
explaining different topics to each other. Work with others to guess what you 
will be asked on the next test and figure out how you will answer. You will 
always retain information better if you find ways to do something with it. 

How Can Reflective Learners Help Themselves?  
If you are a reflective learner in a class that allows little or no class time for 
thinking about new information, you should try to compensate for this lack when 
you study. Do not simply read or memorise the material; stop periodically to 
review what you have read and to think of possible questions or applications. 
You might find it helpful to write short summaries of readings or class notes in 
your own words. Doing so may take extra time but will enable you to retain the 
material more effectively.  

SENSING AND INTUITIVE LEARNERS3 

 Sensing learners tend to like learning facts, intuitive learners often prefer 
discovering possibilities and relationships.  

 Sensors often like solving problems by well-established methods and dislike 
complications and surprises; intuitors like innovation and dislike repetition. 
Sensors are more likely than intuitors to resent being tested on material that 
has not been explicitly covered in class.  

 Sensors tend to be patient with details and good at memorising facts and 
doing hands-on (laboratory) work; intuitors may be better at grasping new 
concepts and are often more comfortable than sensors with abstractions and 
mathematical formulations.  

 Sensors tend to be more practical and careful than intuitors; intuitors tend to 
work faster and to be more innovative than sensors.  

 Sensors do not like courses that have no apparent connection to the real 
world; intuitors do not like „plug-and-chug‰ courses that involve a lot of 
memorisation and routine calculations.  

                                                 
3  See Felder, R. (1989). Meet your students: 1. Stan and Nathan. Chemical Engineering Education, 

23(2), 68-69. [Online]. Available: 
http://www4.ncsu.edu/unity/lockers/users/f/felder/public/Columns/Stannathan.html 2008, 
Mac 14]. Sensing and intuition are modes of perception that originate in Carl JungÊs Theory of 
psychological type. 

 

http://www4.ncsu.edu/unity/lockers/users/f/felder/public/Columns/Stannathan.html
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Everybody is sensing sometimes and intuitive sometimes. Your preference for 
one or the other may be strong, moderate, or mild. To be effective as a learner 
and problem solver, you need to be able to function both ways. If you 
overemphasise intuition, you may miss important details or make careless 
mistakes in calculations or hands-on work; if you overemphasise sensing, you 
may rely too much on memorisation and familiar methods and not concentrate 
enough on understanding and innovative thinking. 

How Can Sensing Learners Help Themselves?  
Sensors remember and understand information best if they can see how it 
connects to the real world. If you are in a class where most of the material is 
abstract and theoretical, you may have difficulty. Ask your instructor for specific 
examples of concepts and procedures, and find out how the concepts apply in 
practice. If the teacher does not provide enough specifics, try to find some in 
your course text or other references or by brainstorming with friends or 
classmates. 

How Can Intuitive Learners Help Themselves?  
Many college lecture classes are aimed at intuitors. However, if you are an 
intuitor and you happen to be in a class that deals primarily with memorisation 
and rote substitution in formulas, you may have trouble with boredom. Ask your 
instructor for interpretations or theories that link the facts, or try to find the 
connections yourself. You may also be prone to careless mistakes on test because 
you are impatient with details and donÊt like repetition (as in checking your 
completed solutions). Take time to read the entire question before you start 
answering and be sure to check your results. 

VISUAL AND VERBAL LEARNERS  

Visual learners remember best what they see  pictures, diagrams, Òowcharts, 
timelines, Ôlms and demonstrations. Verbal learners get more out of words  
written and spoken explanations. Everyone learns more when information is 
presented both visually and verbally.  
 
In most college classes, very little visual information is presented: students 
mainly listen to lectures and read material written on chalkboards and in 
textbooks and handouts. Unfortunately, most people are visual learners, which 
means that most students do not get nearly as much as they would if more visual 
presentation were used in class. Good learners are capable of processing 
information presented either visually or verbally. 
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How Can Visual Learners Help Themselves?  
If you are a visual learner, try to find diagrams, sketches, schematics, 
photographs, Òow charts, or any other visual representation of course material 
that is predominantly verbal. Ask your instructor, consult reference books, and 
see if any videotapes or CD-ROM displays of the course material are available. 
Prepare a concept map by listing key points, enclosing them in boxes or circles, 
and drawing lines with arrows between concepts to show connections. Colour-
code your notes with a highlighter so that everything relating to one topic is the 
same colour.  

How Can Verbal Learners Help Themselves?  
Write summaries or outlines of course material in your own words. Working in 
groups can be particularly effective: you gain understanding of material by 
hearing classmatesÊ explanations and you learn even more when you do the 
explaining. 

SEQUENTIAL AND GLOBAL LEARNERS4 

 Sequential learners tend to gain understanding in linear steps, with each step 
following logically from the previous one. Global learners tend to learn in 
large jumps, absorbing material almost randomly without seeing connections, 
and then suddenly „getting it.‰  

 Sequential learners tend to follow logical stepwise paths in finding solutions; 
global learners may be able to solve complex problems quickly or put things 
together in novel ways once they have grasped the big picture, but they may 
have difficulty explaining how they did it.  

 
Many people who read this description may conclude incorrectly that they are 
global, since everyone has experienced bewilderment followed by a sudden Òash 
of understanding. What makes you global or not is what happens before the light 
bulb goes on. Sequential learners may not fully understand the material but they 
can nevertheless do something with it (like solve the homework problems or pass 
the test) since the pieces they have absorbed are logically connected. Strongly 
global learners who lack good sequential thinking abilities, on the other hand, 
may have serious difficulties until they have the big picture. Even after they have 
it, they may be fuzzy about the details of the subject, while sequential learners 

                                                 
4  See Felder, R. (1990). Meet your students: 2. Susan and Glenda. Chemical Engineering Education, 

24(1), 7-8. [Online]. Available: 
http://www4.ncsu.edu/unity/lockers/users/f/felder/public/Columns/Susanglenda.html 
2008, Mac 14]. 
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may know a lot about specific aspects of a subject but may have trouble relating 
them to different aspects of the same subject or to different subjects.  

How Can Sequential Learners Help Themselves?  
Most college courses are taught in a sequential manner. However, if you are a 
sequential learner and you have an instructor who jumps around from topic to 
topic or skips steps, you may have difficulty following and remembering. Ask 
the instructor to fill in the skipped steps, or fill them in yourself by consulting 
references. When you are studying, take the time to outline the lecture material 
for yourself in logical order. In the long run, doing so will save you time. You 
might also try to strengthen your global thinking skills by relating each new topic 
you study to things you already know. The more you can do so, the deeper your 
understanding of the topic is likely to be. 

How Can Global Learners Help Themselves?  
If you are a global learner, just recognising that you are not slow or stupid but 
simply function differently from most of your classmates can help a great deal. 
However, there are some steps you can take that may help you get the big picture 
more quickly. Before you begin to study the first section of a chapter in a text, 
skim through the entire chapter to get an overview. Doing so may be time-
consuming initially but it may save you from going over and over individual 
parts later. Instead of spending a short time on every subject every night, you 
might find it more productive to immerse yourself in individual subjects for large 
blocks. Try to relate the subject to things you already know, either by asking the 
instructor to help you see connections or by consulting references. Above all, do 
not lose faith in yourself; you will eventually understand the new material, and 
once you do your understanding of how it connects to other topics and 
disciplines may enable you to apply it in ways that most sequential thinkers 
would never dream of. 
 
 
 



   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

This topic will give you an overview of how to maximise your learning in OUMÊs 
online learning environment. We will learn how to operate a personal computer 
(PC) and how to surf the Internet. We will also learn how to use Microsoft 
Internet Explorer (IE), read a document in Portable Document Format (PDF) and 
use OUMÊs Virtual Learning Environment (myVLE) 

 THE PERSONAL COMPUTER 

The personal computer, popularly known as the PC, is the equipment used to 
communicate and retrieve information. All PCs have a similar basic structure 
which is made up of a number of hardware components detailed in Figure 2.1. 

2.1 

TTooppiicc  

22  

 Online Learning 
Environment  
in OUM 

LEARNING OUTCOMES 

By the end of this topic, you should be able to:

1. Describe seven hardware components of a personal computer; 

2. Define the concept of the Internet; 

3. Use Microsoft Internet Explorer effectively; 

4. Use PDF tools to effectively read and navigate an online document; 

5. Describe four main menus of myVLE; 

6. Use myCourse tools for personalised and collaborative learning; and 

7. Apply strategies to improve your collaborative discussion with your 
tutors and peers. 
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Figure 2.1: Hardware components of a PC 
 
What does each of these components do? Let’s look at their functions in Table 2.1. 
 

Table 2.1: Functions of Hardware Components 

Hardware Component Function 

Central Processing Unit 
(CPU) 

It processes the input data (from keyboard, mouse or   
etc.) and passes the data to the output components of the 
computer. It is also referred to as the brain of the 
computer. 

Video Display Unit (VDU) It presents to you the visual display of information that 
you input. It is commonly known as the monitor. 

Keyboard It is an input device for typing text-based information. You 
are able to communicate with the computer through this 
equipment. 

Mouse It is an input device used mainly to point and select items. 

Floppy Disk Drive This is the input and output device. It allows you to read 
files stored in a diskette and to write on or to save files for 
future use. It is also called as ÂAÊ drive. The standard 3.5" 
floppy diskette holds 1.44 megabytes (MB) of data. 

Printer This allows you to print on paper. It copies the information 
retrieved from the CPU, which you can also read on the 
screen. 

Modem It allows your PC to communicate with another PC over 
the World Wide Web (WWW) through a telephone line. It 
is a device that is attached to a telephone line. You can 
have an external or internal modem to connect your PC to 
a telephone line and the Internet. The suggested modem 
connection rate is 512 kbps. 
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Now, letÊs relate the use of these hardware components to our next section on the 
Internet. 
 
For a more detailed guide, please check the BBC website „Absolute BeginnerÊs 
Guide to Using Your Computer‰ at the following URL: 
 
http://www.bbc.co.uk/webwise 
 
Did you find the practice on using the mouse useful? 
 

 

SELF-CHECK 2.1 
Listed below are some functions of hardware components of the PC. 
Please write down the hardware component that Ôts the function. 
 

Hardware Components Functions 

 Displays the information that is keyed into 
the computer. 
Is the main processing unit of the computer. 

 Device used for typing text-based 
information. 
Is an input and output device that allows Ôles 
to be stored. 

 USING THE INTERNET 2.2 

The Internet is often referred to as the worldÊs largest computer network, or a 
collaborative collection of networks. It enables the exchange of information 
between computers. The exact size of information available through the Internet 
is difficult to estimate, and because there is so much information, Ônding what 
you want is not easy. 

2.2.1 The Internet 

The Internet is a large network of computers connecting smaller networks around 
the world. The computers communicate via a communication protocol called 
Transfer Control Protocol/Internet Protocol (TCP/IP). 
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2.2.2 Connecting the Internet 

(a) Network Connection 
 There are two modes of Internet connection: wired and wireless. For wired 

network, we have the Local Area Network (LAN) and Wide Area Network 
(WAN), dial-up connection and broadband connection. For wireless, the 
Internet can be accessed by using access point or hot spots. Your computer 
can also be connected to a wireless LAN or WAN or broadband. 

 

 To further understand wired LAN, letÊs look at Figure 2.2. 
 

 
Figure 2.2: Internet set up for Local Area Network (LAN) 

 
(b) Dial-up Connection 
 Now, that you have learnt about network connection, you may begin to 

wonder how your home personal computer is connected to the Internet. For 
a start, you must have the necessary computer equipment to make the 
connection to the Internet:  

 
(i) Network Card (if applicable)  A card used specially for your 

computer to connect to the Internet via network cable through LAN. 
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(ii) Modem  A computer device that works as an interface for the 
computer and telephone line. 

(iii) Software  To connect to the Internet, you need to install the relevant 
software, i.e. email and web browser software. 

(iv) Account Number  You have to obtain an account for a connection 
from the Internet Service Provider (ISP).  In Malaysia, we have two 
major ISPs, MIMOS Berhad providing Jaring, and Syarikat Telekom 
Berhad, providing TM Net. There are other smaller ISP, namely 
MaxisNet, and TimeNet. To get an ISP service, you need to register 
Ôrst. Each user will have an ID and a password, to be used each time 
you are connecting to the Internet provider. 

 
 A dial-up connection connects your computer to an ISP through a telephone 

connection. A modem is required for a dial-up connection to convert the 
computerÊs digital signals to a form that can be transmitted over a telephone 
line. To connect to the Internet, the modem accesses the telephone line, dials 
the number for your ISP, and connects your computer to the Internet as 
shown in Figure 2.3. 

 

 
Figure 2.3: Connecting to Internet Service Provider (ISP) 

 
(c) Broadband Connection 
 Besides dial-up connection, ISP also provides broadband connection. 

Examples of broadband services available in the local market are Streamyx 
by TMNet and MY015 from Jaring. 
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2.2.3 What Can You Do with the Internet? 

Some of the useful aspects of being connected to the Internet is that you can: 

 Exchange emails with friends and colleagues; 

 Interact in the online discussion forums; 

 Search for information in the world wide web; 

 Access and retrieve information from electronic databases; and 

 Access text based and multimedia information that includes sound, graphics, 
video, etc. 

 
The above are just a few of the many uses of the Internet.  

2.2.4 Understanding Internet Concepts 

(a) World Wide Web (WWW) 
 The World Wide Web is the interface that enables users to access 

information in multimedia formats from databases all over the world. 

 
Figure 2.4: An example of a front page of the OUM website 
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(b) Website 
 A website is any site in the World Wide Web. Most websites have a 

homepage as their starting point, which frequently functions as a table of 
contents for the site. A website consists of many web pages (see Figure 2.4). 

 
(c) Web Page 
 A document on the World Wide Web. Usually, a Web page contains links to 

other Web pages. 
 
(d) Web Browser 
 A Web browser is the software that allows you to view the Internet and 

move around it. Many Web browsers are available to Internet users, but the 
two most popular ones are Microsoft Internet Explorer and Mozilla Firefox. 

 
(e) Uniform Resource Locator (URL) 
 Each website or Web page is identiÔed by an address called a Uniform 

Resource Locator (URL). For example, the URL for the Open University 
Malaysia website is http://www.oum.edu.my/.  

 
 A URL can indicate to you where the information comes from, whether it is 

from an academic institution, government body or a company. Most 
website addresses have the following pattern: 

 

 
  

http://www.oum.edu.my/newsletter.html 

• http:// · Stands for Hypertext Transfer Protocol · the 
protocol by the computer to access and deliver 
Web pages. 

• www · We will be looking at a website held on a 
computer (also called a ÂserverÊ) known as www 
 this part of the address tells you where the 

computer that houses the information you are 
looking for is located. 

• .oum.edu · We will be looking at the website of an academic 
institution (ÂeduÊ) which calls itself ÂoumÊ. The 
edu part of the address is called the domain. As 
you travel through the World Wide Web, pay 
close attention to hosts. Generally speaking, 
government and organisation websites post 
information from their ofÔcial records. You will 
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be seeking credible information, and most of the 
information posted at government websites are 
documented, allowing you to validate your 
Ônding. Here are some host identiÔers:- .edu or 
.ac academic or educational organisation; .co, 
.com commercial organisation; .gov government 
organisation; .org non-governmental, non-proÔt 
making organisations. 

• .my · Denotes a country code. The code for Malaysia is 
.my, .au is for Australia, .fr for France, etc. This 
basically indicates where the computer site is 
located. 

• /newsletter.html · Is the File name. 

 
(f) Hyperlink 
 Many web documents contain hyperlinks, which are „jumps‰ to other 

locations. Hyperlinks are typically displayed as underlined text, graphical 
objects, or pictures.  

 
 When you move the mouse pointer over a hyperlink, the mouse pointer 

takes on the shape of a hand with a Ônger pointing upward. To jump to the 
hyperlinked location, click the hyperlink. 

 

 

 ACTIVITY 2.1

Find the meaning of these domains:

(a) bbc.co.uk 

(b) library.athabascau.ca 

(c) www.pelanduk.com 

(d) www.pnm.my 

2.2.5 Microsoft Internet Explorer (MSIE) 

This section describes the basic skills that you would need to use Microsoft 
Internet Explorer 6. We would like to indicate here that we are not promoting 
MSIE, but as we will discuss most of the MS OfÔce applications in Topic 10, it 
will be appropriate to talk about MSIE as an example for a web browser. The 
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basic usage skills is almost the same for other web browsers i.e. Netscape, 
Mozilla, etc. 
 
(a) Starting MSIE 

(i) The easiest way of starting Internet Explorer is by choosing  
 Start → Program → Internet Explorer (see Figure 2.5). 

(ii) Once that is done, you will go to the MSIE websiteÊs/homepage as 
shown in Figure 2.6. However, sometimes the Internet ExplorerÊs 
homepage is changed to another homepage i.e. OUM website. 

 
(b) Using MSIE Navigation Bars 
 Like MS Word, MS PowerPoint, and MS Excel, MSIE has an almost similar 

set of navigation bars as shown in Figure 2.6 and are elaborated further: 

(i) Title Bar 
 The title bar is normally a coloured bar across the very top of your 

screen which gives you the name of the website you have entered. At 
the end of that coloured bar are the keys for reducing, minimising and 
closing the screen.  

(ii) Menu Bar 
� This bar lists functions related to File, Edit, View, Favourites, Tools, 

and Help (some of these functions will be fully explained later). 

(iii) Tool Bar 
 This has the following button functions: Back, Forward, Stop, 

Reload/Refresh, Home, Search, Favourites, History, Mail, and Print. 
These functions are described below: 

• Back  This will take you back to the preceding web page, the one 
you viewed last.  

• Forward  This moves you to the next web page.  

• Stop  This button tells your browser to stop loading a page. This 
function is handy if your computer „hangs‰ trying to access the 
data you have asked for. 
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Figure 2.5: Steps showing how to start MSIE 

 

 

Figure 2.6: MSIE navigation bars 
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• Refresh  This reposts the current page. If the page includes a lot 
of graphics, and the graphics or some of the text fails to come up, 
clicking the Stop button and then the Refresh button brings the 
whole page up. 

• Home   At any time you are surÔng the web and want to go back 
to the start page, just hit Home and it will take you there. 

• Favorites  (called Bookmarks in Netscape Navigator) provide 
shortcuts to the pages you visit most often. When you are on a 
web page you may want to return to a previous web page you 
surfed earlier, just click on the button titled Favorites and follow 
the directions. 

• Print  This button sends a copy of the open page on your browser 
to the printer. It will print the page exactly as shown. If you want 
more options, click File at the Menu Bar, then Print, and then 
follow directions. 

 
(iv) Address bar 
� This displays the address (URL) of the page you are on. You can type 

another web address into this bar and click „Go‰ or „Enter‰ to go to a 
new website.  

 
(c) Opening a Web Page 
 HereÊs the formal way of opening a web page or document: 

(i) Choose ÂFileÊ → ÂOpenÊ. Internet Explorer displays the Open dialog 
box shown in Figure 2.7. 

 

 

Open 
textbox 

Figure 2.7: One method of opening a web document 
 

(ii) In the ÂOpenÊ textbox, enter the address for the document or Ôle you 
want to open, using any of the following three methods: 

 Type the name of the document or Ôle into the ÂOpenÊ textbox. 
Click ÂOKÊ; or 
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 To open a document or Ôle you have accessed recently, click the 
down-arrow button at the right end of the ÂOpenÊ text box and 
select the Ôle from the drop-down list. Click ÂOKÊ. 

There is a quicker way to open a web page. 

 Click the Browse button. Internet Explorer displays the Microsoft 
Internet Explorer dialog box. 

 

The most common way of accessing web pages is using the URL of the web 
page. Type the web address into the address bar (see Figure 2.6), press 
return/enter and the site should be presented on screen. 

 
(d) Saving a Document 
 You might want to save a copy of a web page to your hard disk so that you 

can examine it in detail when your computer is ofÒine. 

• To save the current page, choose ÂFileÊ → ÂSave AsÊ. Internet Explorer 
displays the Save Web Page dialog box (see Figure 2.8). Choose a 
location for the Ôle as usual, specify a Ôlename, and click the Save 
button. Internet Explorer closes the ÂSave AsÊ dialog box and saves the 
Ôle. 

 

 
Figure 2.8: Save as dialog box 

 

 



 TOPIC 2 ONLINE LEARNING ENVIRONMENT IN OUM   
 

49 

(e) Printing a Web Document  
 These are two methods for printing a web document and the steps are 

shown in (i) and (ii) below. 

(i) To print a web page you are viewing, click the Print button on the 
toolbar. Internet Explorer prints the page without displaying the Print 
dialog box.  

(ii) To display the Print dialog box so that you can choose printing 
options, choose ÂFileÊ → ÂPrintÊ. Internet Explorer displays the Print 
dialog box as in Figure 2.9. You may use the properties in the dialog 
box (e.g.: size, source, reading) to modify the output according to your 
preferred style.  

 

 
Figure 2.9: Page Setup dialog box 

(iii) Click ‘OK’ to print. 
 
(f) Favorites 

The web is proving to be a good source of information. Most of the 
browsers you use to ÂreadÊ the web have a built-in system to enable you to 
store useful websites so that you can go back and look at them again later. 
Explorer calls these saved websites ÂFavoritesÊ. 
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You can use Favorites to pay a visit to the web or gather together useful 
web sites, in much the same way as you might make a trip to the library, 
where you might gather books and journal articles to look at more closely in 
the future. 

 
Any time you discover a site that you know you would want to return to, 
you can add a shortcut for that site to the ÂFavoritesÊ folder. To return to a 
favourite site, you can select it from Favorites. Here are the steps to use the 
Favorites folder:  

(i) Click the ÂFavoritesÊ button on the Standard Buttons toolbar. 

(ii) Choose ÂFavoritesÊ → ÂAdd to FavoritesÊ. The Add Favorite dialog box 
will appear as in Figure 2.10. 

(iii) Edit the Favorite name (keeping in mind that short names are easier to 
Ônd on your Favorites bar or Favorites menu). 

(iv) Select the name of the folder in which the Favorite should reside 
(choose either ÂCreate inÊ or ÂNew FolderÊ if the folder you want does 
not exist yet). 

(v) However, if the ÂCreate inÊ button is chosen, you can save in existing 
folders, for example in Figure 2.10, ÂLontarwebÊ, ÂlivesÊ etc. 

(vi) If ÂNew FolderÊ is selected, give a name to your Folder. 

(vii) Click  ÂOKÊ when operation is completed. 
 

 
Figure 2.10: Add Favorite dialog box 
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2.2.6 Portable Document Format (PDF) 

(a) Introduction 
 There are many types of format of Ôles in the websites i.e. MS Word, MS 

Excel, MS PowerPoint, PDF, HTML, etc. As such, it is important to know 
how to navigate these Ôles or documents. One of the most popular formats 
is the Portable Document Format (PDF). PDF was developed by Adobe 
Systems and was designed to exchange documents between computers and 
across computer platforms while maintaining Ôle integrity. This means the 
content of the Ôle cannot be easily changed. The Ôle extension is .pdf. PDF 
has become a standard document format used for document exchange. 

 

Acrobat Reader is the viewer for reading .pdf files and has tools for file 
handling, navigation, viewing, and basic tools for creating selections. 

 
(b) Adobe® Acrobat® Reader 
 Knowing the Acrobat viewer environment and navigating a document in 

Acrobat Viewer is a fundamental task. The more you know, the faster you 
can move around in Acrobat viewer. 

 
(c) Download and Installation of Acrobat Reader 
 Adobe® Acrobat® Reader can be installed free of charge from the Adobe 

website at http://www.adobe.com. 
 
(d) Navigating and Viewing PDF Documents 
 If you have not yet used an Acrobat viewer, you will want to carefully look 

over the pages in this section to learn how you can navigate, view and 
search PDF documents (see also Figure 2.11 and 2.12). 

(i) Use the scroll bar on the right of the screen to read pages. 

(ii) Use the text icon to highlight text. To copy this highlighted text, click 
the right mouse button once and then click copy. 

(iii) Use the magniÔer (magnifying glass) to have a bigger document view. 

(iv) Use the Ônd tool (binoculars) to locate keywords. 
 
(e) Saving PDF Files 
 To save a .pdf Ôle, click on the Âdiskette iconÊ.  

(i) Refer back to Figure 2.12. To save the Ôle, click the  icon.  

(ii) You will get a dialog box (see Figure 2.13). 

(iii) Save the Ôle as you would do when in an MS OfÔce enviroment. 
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Figure 2.11: An opened PDF document in Acrobat Reader 

 

 

Figure 2.12: A PDF document as viewed in MSIE 
 
(f) Printing PDF Files 

To print PDF Ôles, either go to File, select print or click on the ÂprinterÊ icon.  
If you use the File menu, you will see a dialog box. You can choose your 
options, especially the pages to print. 

 

 
Figure 2.13: A dialog box for saving a file 
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 OUM’S VIRTUAL LEARNING 
ENVIRONMENT  

The knowledge and skills that we have learnt about using the Internet in the 
previous section (2.2), will be handy for you to access and navigate the OUMÊs 
Virtual Learning Environment called myVLE. What is Virtual Learning 
Environment? A Virtual Learning Environment like myVLE is a web-based e-
learning platform to provide online learning environment in OUM. It enables 
OUM to manage, deliver course content and track online discussions of the 
learners and tutors. The tutors can upload course content, assessment items and 
other course materials and there is an online discussion forum that enables 
collaborative online learning to take place. Of course, to what extent you gain 
from the collaborative online learning depends on quality postings and active 
participation from you and your peers. 

2.3.1 How to Access myVLE? 

MyVLE is integrated with the OUM portal. As such, once you login to the OUMÊs 
website, you are able to access myVLE. Before you can access myVLE, you must 
sign up or register for myOUM account at the OUM portal. In the following 
section, we will take you through step-by-step on how to register for myOUM 
account. 
 

Step 1: Open your Internet browser and type the following URL address: 
http://www.oum.edu.my. Now, you are in OUMÊs website as shown in 
Figure 2.14. 

 

To 
register, 
click on 
„First 
Time 
Login‰ 
button 

 
Figure 2.14: OUMÊs webpage 

2.3 
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Step 2: When the OUM webpage is displayed, click on the ÂFirst time loginÊ button 
(Figure 2.14). 

Step 3: After which you will be in a new screen as shown in Figure 2.15. Key in 
your IC number, without the hypen (-) and click Submit button. 

 
Figure 2.15: Method of keying-in IC Number 

(myOUM New Registration VeriÔcation Page) 

Step 4: Fill in the Account Registration Information as shown in Figure 2.16. After 
you have clicked Submit, you will get the Registration Confirmation Page as 
shown in Figure 2.17. 

 
Figure 2.16: myVLE Account Registration Page 
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Step 5: Click on Login Page as shown in Figure 2.17 to log into myOUM portal to 
access myVLE. You will then see myOUM Login Page. 

 
Figure 2.17: myVLE New Registration Page 

Step 6: After you have successfully completed myOUM Account Registration 
Process, you can now access the myOUM portal using the selected 
username and password (refer to Figure 2.18). Your username is valid 
throughout the duration of your study with OUM and it cannot be changed. 
However, you can change your password as and when you wish. 

 
Figure 2.18: myOUM Login Menu 
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Step 7: In the myVLE default page, you will get access to myProfile, eServices, 
emaill, Library, Resources, OUM doc, Help, myCourse and Quick Links, 
announcement and Online Evaluation Survey as shown in Figure 2.19. 

 

Figure 2.19: myOUM Default Page 

2.3.2 What is Available in myVLE? 

Now letÊs click on ÂLearning Skills for Open and Distance Learners (OUMH1103)Ê 
under ÂmyCourse & Quick Links in: You will get into the ÂCourse PageÊ as shown 
in Figure 2.20. 
 

 
Figure 2.20: Course Page under myCourse 
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All the tools in myCourse menu is listed on the left side as shown in Figure 2.20. 
In fact, each of the above menus has its own set of tools. LetÊs explore the 
myCourse menu in myVLE and Ôll up Table 2.2. The tools available in each menu 
has been identiÔed, all you need to do is write down what you can do with each 
of the tools. 

2.3.3 How can myVLE Enhance Your Learning? 

In the earlier section, we looked at how to access myVLE. We also looked at the 
modules and tools available in them or in general in myVLE. Next, we will look 
into how myVLE can support open and distance learning, especially your online 
learning environment. Although there are a number of tools, we will only discuss 
the menus and tools that will enhance your personalised and collaborative online 
learning.We can categorise the beneÔts of these tools into four aspects: 

 Self-assessment; 

 Course materials and references; 

 Communication and collaborative learning; and 

 Sharing resources and information. 
 
You can check out the function of other tools on your own by filling up Table 2.2. 
 

Table 2.2: Set of Tools and Functions in myCourse Module 

Tools What Can You Do? 

Announcement  

About the Course  

Assessment Info  

Course Content  

Useful Resources  

Self Assessment  

FAQ  

Forum  
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(a) Self-assessment 
 You can self-evaluate your pre-learning and post-learning knowledge using 

Practice Question available in ÂSelf-assessmentÊ. This tool also allows you to 
test yourself as many times as you wish at your own pace, in comfort and at 
your own time. 
 

Step 
1: 

Click Self Assessment. 

 
Figure 2.21: Link to Self Assessment 

Step 
2: 

Click on the desired link as shown in Figure 2.22. The assessment page will 
be displayed as shown in Figure 2.23. 

 
Figure 2.22: Assessment 
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Step 
3: 

Click Start to begin your test. 

 
Figure 2.23: Assessment Page 

 
(b) Course Content and Assignment  

You can get access to the most recent, accurate, reliable and just-in-time 
information or course content. To access course content and other 
information, click on the following tools (refer to Figure 2.24). 

 

 
Figure 2.24: Tool to access course materials and references 
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(i) Course Content 
 

Step 
1: 

Click Course Content. 

 
Figure 2.25: Link to Course Content 

Step 
2: 

Click on the topic to view the Lesson Content in HTML Format or 
PDF Format (Printable Version). 

 
Figure 2.26: Lesson Content 
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Figure 2.27: Lesson Content in HTML Format 

 

 
Figure 2.28: Lesson Content in PDF Format 
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(ii) Assignment 
You can access and submit the assignment online in myVLE.  
 

Step 
1: 

At Course Tools, click ÂAssignmentÊ and you will get a Page as 
shown below. In this page you will get a List of Assignment that 
has been uploaded in myVLE. 

 
Figure 2.29: List of Assignment 

Step 
2: 

Click ÂDownloadÊ to download the assignment question. 

 
Figure 2.30:  Assignment Question 
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Step 
3: 

To submit the assignment, click Browse to search for the file and 
click Submit to send the assignment. 

 
Figure 2.31: Assignment Submission (i) 

Step 
4: 

Click OK to Submit the assignment and Cancel to reupload. 

 
Figure 2.32: Assignment Submission (ii) 
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Step 
5: 

A pop up will appear upon successful submission. 

 
Figure 2.33: Assignment Submission Succeeds 

Step 
6: 

A receipt will be given to students for a record. 

 
Figure 2.34: Assignment Receipt 
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(c) Communication and Collaborative Learning  
The myVLE allows you to interact, communicate and learn from your tutor 
and peers anytime and anywhere. To carry out collaborative learning, you 
are provided with the following tools: online discussion and e-mail. 

 
(i) Online Discussion 

The online discussion forum acts as your virtual classroom where 
discussions on important issues related to the content in the learning 
module should be discussed. In our training for eTutors, we have 
advised them that they should initiate the discussion. As soon as you 
see a discussion topic up in the discussion forum, please read, reÒect 
and provide a focused answer. Bear in mind you are not only required 
to answer the question posed by your eTutor, but you are also 
required to read answers given by your peers and respond to them as 
well as post your own queries. At this point, we would like to 
highlight to you that questions that need direct answers should not be 
brought up in the discussion forum. An example of such a question is, 
„What is OUMÊs blended learning approach?‰ For questions of such 
nature, you should take the initiative to seek out the answer on your 
own. 
 
This Online discussion is an asynchronous communication tool where 
you can interact and discuss a speciÔc topic with your eTutors and 
peers. It is a collaborative tool that encourages the sharing of ideas.  To 
start a discussion topic or to post a reply, follow the steps below: 
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Step 
1: 

Click on Forum under eTutor Tools as highlighted in Figure 2.35. 
Here, you are able to view the Online Discussion. 

 
Figure 2.35: Forum page of your tutorÊs group 

Step 
2: 

Click on Forum as shown in Figure 2.35. 
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Step 
3: 

You will see Figure 2.36. Click on the folder that you want to 
participate in (or read the messages). In the folder, you will see one or 
more topics. 

 
Figure 2.36: Folders under the group 

Step 
4: 

Click on the topic as shown in Figure 2.37 to view the messages under 
the topic. To reply to the message in the topic, click ÂReply To This 
MessageÊ as shown in Figure 2.38. 

 
Figure 2.37: Topics under the Folders titled ÂTopic 1 Managing Your 

LearningÊ 
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Figure 2.38: To reply to the message, click ÂReply To This MessageÊ 

Step 
5: 

After you have clicked ÂReply To This MessageÊ, key in ÂTitleÊ (if you 
want to change the title). In the message space, type your message 
(see Figure 2.39). To attach a file, click on the ÂBrowseÊ button and 
follow the instructions. When your message is ready, click the 
ÂSubmitÊ button. 

 
Figure 2.39: Type in your message in the Message Space 
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Step 
6: 

Once the message is submitted, it will appear as shown in Figure 2.40. 
Apart from your message, you will see other messages posted either 
by your tutor or peers. 

 
Figure 2.40: Posted message will appear under the folder 

Step 
7: 

You can also create a topic under the Folder. Steps 4 to 6 described 
how to reply to the message in the topic. Here, we will discuss how to 
create a topic. To create a topic, click on ÂAdd New TopicÊ button as 
shown in Figure 2.37. 

Step 
8: 

You will see Figure 2.41. Key in the ÂTitleÊ for the topic. In the message 
space, type your message. To attach a file, click on the ÂBrowseÊ button 
and follow the instructions. When your message is ready, click the 
ÂSubmitÊ button. 

 
Figure 2.41: Type your topic message in Message Space 
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Step 
9: 

Once the message is submitted, it will appear as in Figure 2.42. 

 
Figure 2.42: A new topic ÂAssignment DiscussionÊ is created under 

the Folder ÂAssignment 

 
Under the online discussion, Group Tools is also included. It is 
another communication tool where your blended tutor  can interact 
and upload specific notes for you and your peers in your class only, 
However, there are no forum between you and your blended tutor. 
The page would look like Figure 2.43. 
 

 
Figure 2.43: Group Tools 

 
 

(ii) Gmail 
Email is an asynchronous communication tool which can be used to 
communicate with your tutors and peers. We are assuming that you 
are new students of OUM in which you will use the email facility via 
Gmail. To access email, follow the steps shown. 
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Step 
1: 

Click on the GMail tab and you will see the OUM Gmail set up 
account page as shown in Figure 2.44 when you first log in. Follow 
the instruction given to set up your account. You will only see this 
page once. After setting up your account, you will be sent directly to 
your in box in later log ins (see Figure 2.45). 

 
To compose a message, click Compose and a Compose Page will be 
displayed (refer to Figure 2.45). To view received email, click on the 
received email link. 

 

Figure 2.44: GMail account set up page 

 

Figure 2.45: Your e-mail inbox. 
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Step 
2: 

Type the recipientÊs email address followed by the subject of the 
message and the message. 

 

Figure 2.46: Compose page 

Step 
3: 

To reply to the email in ÂInboxÊ, click the email and you will see Figure 
2.47. Click ÂReplyÊ or ÂReply AllÊ (if you want to send the email to all 
recipients of that email). Follow the steps in Step 2 above. This will 
allow you to reply to the sender. 

 

Figure 2.47: Reply email 
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(d) Useful Resources 
The Useful Resources is an extra content in the learning module that you 
can use it as additional resources for your subjects. It may contains added 
information from various resources like Youtube, iRadio  or website. 
 

Step 
1: 

At Course Tools, click ÂUseful ResourcesÊ and you will get a Page as shown 
in Figure 2.48. In this page, you will get a List of Resources that have been 
uploaded. You can select which type of resources that your prefer by 
selecting the column Type. You can also type the keyword of your subject 
to speed up the researches. 

 

Figure 2.48: List of Useful Resources 

Step 
2: 

Click on any Topic or File to view the content. For example, when you click 
Topic 1 : Managing Your Learning from  I-Radio, you can see a page as 
shown in Figure 2.49. 

 
Figure 2.49: iRadio Casts 
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(e) FAQ 
The FAQ is another added content in the learning module that you can use 
as an  additional resources for your subjects. It contains questions and 
answers for every topics that may have been questioned by students during 
classes. 
 

Step 
1: 

At Course Tools, click ÂUseful ResourcesÊ and you will get a Page as 
shown in Figure 2.50. In this page, you will get a List of Resources that 
have been uploaded. 

 
Figure 2.50: FAQ List 

Step 
1: 

To view the question and answer, click on any of the FAQ. For example, 
click on FAQ no 1: How can I improve my English? The following page  
(Figure 2.51) will be displayed: 

 

Figure 2.51: Question and Answer in the FAQ List  
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 IMPORTANT INFORMATION ON MYVLE 

(a) How to Change Password at myVLE 
 

Step 
1: 

Click ÂChange PasswordÊ under Site Tools (Figure 2.52). 

 
Figure 2.52: Site Tools 

Step 
2: 

Enter the following information (refer to Figure 2.53). 

 
Figure 2.53: Steps to change password 

 
(b) Helpdesk 

If you encounter any problem while using myVLE, there is a HELPDESK 
assistant to assist you. Email us at myVLE_admin@oum.edu.my or call us at 
03-2773 2347/2296/2251.  

 
(c) myVLE Manual 

You can access myVLE manual from myVLE. Click VLE Help>VLE Guide> 
Student>VLE Guide 

 
(d) Additional Information 

Visit the OUM website regularly to get the latest information/announcement 
about myVLE. 
 

2.4 
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SELF-CHECK 2.2

Answer the following questions. 

(i) Name three tools in myVLE that allow sharing of file and 
information. 

(ii) How can an open and distance learner in OUM benefit from using 
myVLE? 

 
 We have discussed, how to operate a personal computer; the two ways that 

will allow you to connect to the Internet; and some important concepts of the 
Internet. 

 You have also learnt how to get into OUMÊs Learning Management System 
(myVLE). 

 You now know how to access the OUM Portal and the myVLE website. 

 And finally, we have talked about the tools in myCourse.  
 

 
Internet 

Virtual Learning Environment 

Online learning  

Personal computer  

 
 

 



   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

One of the most important skills to develop is reading because it forms the basis 
for learning. A greater part of learning at university is achieved through reading 
as practically every course at this level requires some form of reading. You will 
need to read different types of materials to fulfil the different requirements of the 
course. You will need to read your modules, tutorial notes, textbooks, journal 
articles (both print and electronic resources), newspapers, reports, etc. 
 
The ability to read well will allow you to get maximum benefit from your reading 
and enhance your learning skills. This topic will help you improve your reading 
skills. 

 WHAT DO YOU READ? 

 
 
 

3.1 

Some books are to be tasted, others to be swallowed, and some few to be 
chewed and digested. 

Francis Bacon, 1625 

TTooppiicc  

33  

 Reading for  
Information 

LEARNING OUTCOMES 

By the end of this topic, you should be able to: 

1. Describe the reading techniques involved in fast reading; 

2. Describe the reading techniques involved in slow reading; and 

3. Apply the reading techniques discussed into your own reading. 
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What do you understand by the above quote? Well, the purpose of reading 
differs from one individual to another. 
 
To maximise your reading productivity and effectiveness, you need to know the 
purpose of your reading and what you expect to get from it. Knowing why you 
need to read and what you will get from it will determine your reading style and 
the material chosen. You read to fulfil the following purposes: 
 
(a) To Get an Overview 
 Commonly referred to as Âbackground readingÊ, this is a useful technique as 

you will not miss out on the various issues related to the topic or subject 
areas. Books for background reading are sometimes included in your course 
reading list for this purpose. 
 

(b) To Locate Specific Information 
 When you need to locate specific information or check certain facts, you 

may sometimes have to check several information resources, but your aim 
would be to just zoom in on the information required. For example, when 
you need to look for: 

 Meaning of words  Get a dictionary, or a special subject dictionary if 
available; 

 A specific quotation  Look up a book on quotations; 

 Details about a person  Refer to the relevant biography; 

 Location of a place  Look up maps; and 

 Statistics  Check statistical reports. 
 

(c) Practical Application 
 The purpose of reading here is to apply knowledge to a practical situation. 

You may need to read the instructions to carry out certain tasks, e.g. to read 
manuals to Ôx equipment in the laboratories, to read handbooks or to read 
recipes. 

 
(d) To Develop Detailed and Analytical Understanding 
 In academic reading, it is often necessary to be thorough about what you read 

so as to be able to understand, analyse, compare and evaluate the information. 
 
 The analytical reader will pause frequently to think about what has been 

read. At the end of the reading, all the main facts and arguments presented 
should be noted, analysed and even integrated in order to fully appreciate 
the depth of what has been written. 
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 Academic materials recommended for essential reading, such as books, 
journal articles, reports, theses, etc., require a certain way of reading known 
as reading for understanding. Reading systematically for understanding 
requires a formal method of reading such as the popular SQ3R technique 
(discussed under Section 3.2.2). 

 
(e) Pleasure Reading/Free-range Reading 
 This type of reading is most enjoyable. Here you read with the purpose of 

pursuing a certain interest or hobby. It is most entertaining and relaxing. 
You choose the material, be it fiction or other special subjects, that interests 
you. As a student, you are encouraged to read beyond your academic texts 
to develop a broad and inquisitive mind. Table 3.1 provides you a summary 
of the reasons for reading according to types and speed. 

 
Table 3.1: Reasons for Reading According to Types and Speed 

Types Reasons Speed 

Background Have an overview, big picture. Fast reading 

• Gain general impression.  

• Superficial knowledge. 

Fast reading Skimming 

• Look for specific information.  

• Read only what is necessary. 

Fast reading Scanning 

• Thorough.  

• Analytical.  

• Evaluative. 

Slow reading Detailed and critical 
reading (SQ3R) 

 

 

Outline three reasons why you would read a module. Select from the 
five reasons given above. 
 

SELF-CHECK 3.1 
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 HOW TO READ? 3.2 

Now that you are aware of the different purposes of reading and the different 
types of texts available, it is also important to be aware of the different techniques 
and apply those techniques to suit your purposes. Choose the reading technique 
best suited to your material and your purpose. Generally, reading techniques 
may be grouped into two as shown in Figure 3.1: 

(a) Fast Reading; and 

(b) Slow Reading. 
 

 
Figure 3.1: Reading techniques 

3.2.1 Fast Reading 

Fast reading is for the following purposes: 

 Gain an overview or background information of a topic; 

 Locate specific information; 

 Identify if the material is relevant to your needs; and 

 Know what the content is all about. 
 
Fast reading consists of the following: 
 
(a) Scanning  

(i) What is Scanning? 
 Scanning is very quick absorption of the content and is done when 

you want to locate specific information. In scanning, your eyes run 
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quickly down the page to see if it contains the information you 
require. For example, when you look up a number in a telephone 
directory, you are scanning. When scanning a text, your eyes look out 
for particular keywords or phrases. When you have accomplished 
your purpose, you stop reading.  

 
(ii) Why Scan? 
 Now that you understand what scanning is, the next step is to know 

the reason for scanning. Scanning is done to locate the information 
required quickly and efficiently. In scanning, you read no more than is 
absolutely necessary. Avoid the temptation to read large amounts of 
material. Scanning provides a moderate level of information. Most 
web pages may be read by using this technique. 

 
(iii) How to Scan? 
 To scan a book, you use the process of keyword spotting. Spotting 

keywords enables you to gain an overview of the material. Read only 
as much information as you need. The following are recommended 
steps in scanning a book:  

• Step 1 
Note the title and author of the book. Open a book and look at the 
table of contents. A contents page will contain the following as 
shown in Figure 3.2: 

• Step 2 
Read the chapter headings and subheadings. Do the chapter 
headings and subheadings give you an idea whether the book is 
relevant to your needs? 

 

 
Figure 3.2: Example of Contents page of a book 
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• Step 3 
From the chapter headings in the Table of Contents go to the 
relevant sections of the book and read the first paragraph, or 
glance through the headings in the section. Keywords and ideas 
are often found in the opening paragraphs or a subsection of a 
chapter. You will now be able to know whether the book is 
relevant to your needs, which sections are relevant and how much 
information is relevant. 

• Step 4 
Search the index for the keywords to your topic. Look for 
keywords as well as alternative keywords. For example, a title like 
Online Marketing might carry the following indexes: web 
marketing or Internet marketing. Note the other page/pages 
where the subject is dealt with and refer to the appropriate pages. 
Read the paragraph before and after, if you would like more 
information. 

• Step 5 
Look out for additional hints given by the author such as: 

− Words in bold; 

− Words in italics; 

− Underlined words; and 

− Subheadings. 
 
(b) Skimming  
 

(i) What is Skimming? 
 Skimming involves running your eyes down the page very quickly 

over the main features of a piece that you are reading i.e. the title, 
headings etc, to get a good general impression of what the material is 
all about. In doing so, you will be able to Ônd the focus, central theme 
or subject matter of the material within a couple of minutes.  

 
(ii) Why Skim? 
 Skimming is done when you need to cover a large amount of material 

in a short time and when you are not looking for anything in 
particular. Skimming is done to assess whether the book is relevant to 
your requirement. 

 

 



 TOPIC 3  READING FOR INFORMATION    
 

83 

 By skimming, you are able to: 

 Get an overview of the authorÊs main line of argument; and 

 Identify the main idea or theme of the book or article. 
 

(iii) How to Skim? 
 Skimming involves reading only parts of the text. It is useful to 

prepare for skimming by reading the title and author summary. 
Initially, it will be the headings in bold typeface that will draw your 
attention. 

 Then, search through the text very quickly by reading the first and last 
paragraphs and note the keywords in between. 

 Move your eyes across the page to locate keywords or phrases. Begin 
with the top left-hand corner and move across, then down and to the 
right in a zig-zag manner as shown in Figure 3.3. Focus only on 
keywords in the text. 

 

 
Figure 3.3: Skimming for keywords with the zig-zag method 

  Skimming is doing selective reading in a quick manner. It is an 
efficient technique for getting a general idea, without reading every 
word from the book. 

 

 

ACTIVITY 3.1 

Differentiate between scanning and skimming according to the what, 
why and how questions as discussed. Discuss this topic in the online 
discussion forum. 

3.2.2 Slow Reading  

Slow reading allows you to maintain your concentration in order to gain a 
detailed understanding of the material you are reading. 
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(a) Why? 
 A slow reading style is adopted when you need to be very thorough about 

what you are reading, especially when you need to: 

 Analyse and understand; 

 Evaluate and be critical; 

 Remember the information you read; and 

 Follow instructions. 

 
 You may adopt different approaches for slow reading. Two important 

approaches are explained below: 

(i) An Analytical Approach is used when you need to understand 
terminology, follow instructions or remember what you have read. 
Analytical reading involves being an active reader. You have to create 
questions and find answers as you read. For example: „How logical 
are the ideas?‰ or „Can conclusions be drawn from the evidence 
given?‰ 

(ii) A Critical Approach is used when you need to evaluate the material 
you are reading. As you read academic texts, you are expected to 
think about the authorÊs intention. 

 

A skilled reader varies the method and speed of reading to suit the material 
and reason for reading. 

 
(b) How? 
 In slow reading, you are required to follow proper techniques. One of the 

most well-known, detailed, analytical and critical reading techniques 
(which indicates thorough reading) is the SQ3R technique. As with any 
reading task, it starts with a purpose. This technique has proven to be useful 
to learners reading textbooks and other essential reading. This SQ3R 
method follows the five principles of good reading, as shown in Table 3.2, 
which are also the five principal steps in effective study. 
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(c) What is SQ3R? 
 SQ3R is an active and systematic approach to reading academic material. 

This method helps to link up new information with what you already 
know. In SQ3R, you will do the following: 
S = Survey 
Q = Question 
R = Read 
R = Recite 
R = Review 
 
Please refer to Table 3.2 for a detailed explanation of the steps. 

 

When using SQ3R: 

• Read and reread your notes on a regular basis  the first time should be 
within 24 hours; and 

• Revise frequently over the weeks. 

 
Table 3.2: A Detailed Explanation of SQ3R 

SQ3R STEPS Text Activity 

1 Survey 
 Start with surveying the 

materials and get the 
best overview of the 
information content. It 
is like reading a map 
before you make a trip. 

 

− Read the preface, the title, 
headings and 
subheadings. (These are 
like signposts in your 
map). 

− Read captions, charts  and 
graphs, introductory and 
concluding paragraphs. 

− Read summaries. 

− Scan to see how the 
information is 
organised. 

− Skim through the 
introduction, 
summaries and 
conclusions. 

2 Question 

− Ask appropriate 
questions to 
provide your 
reading with 
specific focus. 

− Asking questions is 
an active reading 
process. 

− Convert the title, headings 
and subheadings into 
questions.  Ask who, what, 
when and why? 

− Read questions at the end 
of a chapter or headings. 

− Ask yourself: „What do I 
already know about the 
subject?‰ Link with what 
you have read. 

 

− Read section by 
section. 

− Ask questions. 
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3 Read 

− Question yourself 
while you read.  

 

− Stop often and try 
to answer the 
question. 

 

− Read slowly for 
difficult passages. 

 

− Answer questions at the 
beginning or end of 
chapters or study guides. 

− In finding the answers you 
are linking both your 
answers and the authorÊs 
ideas. 

− Look for passages that 
answer specific questions. 
Note the underlined, 
italicised or bold words. 

− Take heed of words and 
phrases.  

− Pick out detailed examples 
and details that can 
explain main ideas. 

− Read rapidly by 
focusing on 
keywords. 

− Stop and look closer 
at parts which are 
not clear. 

4 Recite 

− Try to recite for 
comprehension and 
recall. 

− After each reading, 
organise the 
information in your 
mind. 

− Check your recall 
against the book or 
article. 

 

− Recite as a means of recall. 
After each section, recall 
by asking questions about 
what you have read. 

− Take notes from the text 
and write in your own 
words. 

− Highlight important 
words you have just read. 

− Rewrite what you wish to 
remember in your own 
words. 

− The more senses you use, 
the easier it will be to 
remember  (hearing, 
seeing and saying). 

 

− Try to summarise in 
your own words 
about what you have 
read. 

− See if you can answer 
from memory. 

− Form mental maps. 

− Seeing, saying and 
hearing triple the 
strength that will 
enforce your 
learning. 

− Read the text 
(seeing). 

− Speak what you 
understand 
(speaking).   

− Listen to yourself 
(hearing), and  

− Make notes (writing). 
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5 Review 

− Review the 
consolidation and 
integration of the 
information 
gathered. 

− Are the main issues 
identified? 

− Do the notes makes 
sense? 

− Are you able to 
understand the 
article you have 
read? 

− Review all the questions 
and answers and the major 
points. 

− Highlight and make notes. 

− Review your notes. 

− Use Òash cards. 

− Plan for one or two 
reviews in between before 
the exams. 

− The Ônal review should 
have as little unprompted 
recitation as possible.  

− Use Òash cards for 
difficult questions. 

− The Ôrst review 
should be 
immediately after 
your study. 

− Make it brief. 

 

 
 
 

Select an article and apply the steps of SQ3R while reading. State how 
far this technique has helped you in making your reading more 
meaningful. 

ACTIVITY 3.2 
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 SUMMARY OF YOUR READING 3.3 

Figure 3.4 is a guide to help you keep a summary of your reading. It helps you to 
gather the necessary information by using both scanning and skimming to gain 
an overview of content of the reading material.  
 

Date:  Write date of activity here. 

TITLE OF BOOK, 
 
ESSAY OR ARTICLE 

AUTHOR 

PUBLISHING DETAILS 
(place of publication, publisher 
and year of publication) 

SUBJECT 

MAIN POINT(S) 

COMMENTS 

IMPORTANT INFORMATION: 

RELATED WORKS: 

Figure 3.4: Summary of your reading 

 HOW TO READ YOUR MODULE 3.4 

Now that you have been introduced to the main elements of reading, it is time to 
apply your knowledge in getting the most out of your module to maximise your 
precious reading time. In order for that to happen, you will be taken through key 
sections in your module so that you are familiar with these sections such as Table 
of Contents, Course Guide, etc. We suggest that you use Table 3.3 to guide you to 
record the summary of your reading. 
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3.4.1 Table of Contents 

You are able to get a general idea of the moduleÊs content from the Table of 
Contents. Through the scanning of the Table of Contents, you are also able to see 
the moduleÊs structure as well as specific of each of the topics, which are denoted 
by the numbering system. As shown in this module, the Table of Contents 
comprises 10 topics that provide you with specific information. 

3.4.2 The Course Guide 

The course guide is found in the first four to five pages of your module after the 
Table of Contents, and is normally numbered using Roman numerals (i  iv). The 
purpose of the course guide is to provide in a nutshell an overview of the course. 
It consists of the following: Introduction, Course Audience, Study Schedule, 
Course Objectives, Course Synopsis and Prior Knowledge. For a start, it is 
important that you know what the course objectives are as well as the study 
schedule. The synopsis can be referred to whenever you are in doubt of the 
purpose of the study units. Another important part of the course guide that will 
be most helpful is the reference section, especially when you are preparing to 
write your assignments. 

3.4.3 Getting Acquainted with Course Content 

After going through the course guide, you are now ready for the topics. Each topic 
has an introduction and a set of learning outcomes that will give you brief 
information about the topic of the module. The next step is to read the content itself.  
 
As you read the content, you will notice that there are several icons used in your 
module. Icons represent various activities that are embedded in your learning 
module and the purpose is to support your understanding, enhance higher-order 
thinking skills and master important concepts. The two main icons used in your 
modules are the ÂSelf-checkÊ and ÂActivityÊ. These icons are shown in Table 3.3. 
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Table 3.3: Icons 

Icons Icon symbols Purpose 

SELF-CHECK 
 

Exercise to test understanding of 
concepts and important issues through 
description and explanation. Learners 
have to reflect on the content. 

Self-Check 

ACTIVITY 
 

ÂActivityÊ involves practising or 
applying the knowledge in real 
situations. This includes case study, 
observation, discussion and research. 

Activity 

 

 
 

 

What is your method of getting acquainted with your module content? 
State the various methods you use in your reading. 

ACTIVITY 3.3

Answer the following questions. 
 
1. When you first held your Learning Skills for Open and Distance 

Learners module, what did you do to get acquainted with it? 
Please check the following: 

(a) Flipped the pages and put it aside. 

(b) Read the Course Guide, made some mental notes. 

(c) Looked at the Table of Contents and tried to see the 
relationship between the topics. 

(d) Referred to one to two particular topics and read them 
quickly. 

(e) Looked at the layout (e.g. cover design and also the graphics 
and thickness of the module). 

 
2. After having read about the SQ3R method, state how it will benefit 

you. 

ACTIVITY 3.4
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• This topic has provided you with an insight into some basic reading skills 

which you can use in reading your course module or other materials in either 
print or electronic format.   

• You have to read more from other resources. Your module is just a guide to 
provide you with some basic information related to your course. 

• There are two main reading techniques, which are fast reading and slow 
reading. 

• Fast reading involves the process of scanning and skimming the text. 

• The analytical and critical approaches are used in slow reading. 

• SQ3R is a systematic approach for reading which involves these steps  
survey, question, read, recite and review. 

 
 

 
Analytical 

Critical  

Scan 

Skim 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

You will discover that throughout your course, you have to read various types of 
information resources such as your course module, handouts and notes from 
your tutors as well as a variety of reference materials in print and electronic 
format from the Tan Sri Dr. Abdullah Sanusi Digital Library. There is no other 
way to deal with all the information resources that you have obtained and 
successfully retrieved from the various sources and resources except to reduce 
them to notes.  
 
In the context of learning at OUM, you will find that note-taking and note-
making are part and parcel of learning, be it from the module, tutorials, books, 
journals or the Internet. You must, however, realise that note-taking and note-
making do not mean taking down every word that the tutor says or copying 
verbatim every word found in books, journals and websites.  
 
What to note down, how much to note down and how detailed the notes should 
be, takes time to develop. It is critical therefore for you to develop basic skills in 

TTooppiicc

4
Note-making  
and Note-taking 
Skills 

 

4  
LEARNING OUTCOMES 

By the end of this topic, you should be able to:

 Differentiate between annotation, outline notes, column notes, mind
maps and summary notes; 

Develop skills of making notes from printed matter; and 

3. Use the note-taking suggestions to develop good notes based on
classroom discussions. 

1.

2. 
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note-taking and note-making because the ability to take good notes will save you 
the time and effort that could better be applied to your studies. 
 
If you are able to take and make good notes, you will save time in terms of:  

(i) Having to look for the original text; or 

(ii) Having to look through massive piles of notes just to retrieve the specific 
information that you need. 

In this topic, you will be introduced to the various techniques of note-making and 
note-taking. 

 WAYS OF MAKING NOTES 

There is no one proper way of making notes. It is personal and a matter of 
preference. It also depends on the situation and the purpose for note-making. For 
example, making notes from the module or other print resources is different from 
taking notes at tutorials or group discussions, in that it may be easier to make 
notes from the „passive‰ module whereas „live‰ or „dynamic‰ sessions like 
discussions are more difficult because the information coming forth is not 
organised but spontaneous. There are different ways of making notes: 

(a) Annotation; 

(b) Outline notes; 

(c) Column notes; 

(d) Mind maps; and 

(e) Summary notes. 

4.1.1 Annotation 

This is suitable for print modules, textbooks, articles or any other resources. You 
can make notes by writing in the margins, underlining facts, highlighting the 
main points, using question marks, ticks or crosses to show whether you agree or 
disagree with the points made in the text as illustrated in Figure 4.1. This method 
will help you to not only remember the main points, but will also enable you to 
remember without having to read the text all over again. 
 

4.1 
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If you do not like writing in the books, you may want to use strips of paper to 
mark the pages with the notes written on the strips. The test of good annotation is 
when you „revisit‰ the book; you should understand the notes without having to 
read the pages, the topic or paragraph all over again.  
 

 
Figure 4.1: An example of annotation 

4.1.2 Outline Notes 

Only use keywords and phrases. The notes are usually sequentially numbered, or 
headings, subheadings and indentation can be used. Figure 4.2 illustrates the 
format for outline notes. 

 
Figure 4.2: An example of the outline format of note-making 
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4.1.3 Column Notes 

The column format of note-making as shown in Figure 4.3 is more appropriate for 
Mathematics and Science courses. 
 

 
Figure 4.3: An example of the column format of note-making 

4.1.4 Mind Maps 

Mind maps do not follow a linear sequence. The main topic forms the nucleus, 
while the main ideas and concepts branch out from it. A mind map shows 
relationships among ideas and concepts, with lines serving as links. Figure 4.4 
shows an example of a mind map. 
 

 
Figure 4.4: An example of a mind map 
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4.1.5 Summary Notes 

You may prefer to summarise text information when making notes. Summary 
notes are a condensed version of the information, written in paragraph form, as 
shown in Figure 4.5. If you decide to summarise your text information, you need 
to break down the topic into smaller chunks of parts. Sometimes, you may opt for 
this method of making notes when you cannot construct some sort of topic and 
subtopic organisation because there is none. 
 

 
Figure 4.5: An example of summary notes 

 MAKING NOTES FROM PRINTED MATTER 4.2 

In writing notes from your module or other resources, the following are some 
suggestions. (Bear in mind that you can apply the annotation, outline notes, 
column notes, mind maps and summary notes methods to produce effective 
notes). 

 Understand the objectives, so that notes are more focused on what is 
important in the topic. 

 Read the whole topic and then try to summarise it in a few sentences in your 
own words. Do not take notes while reading through the topic because you 
will tend to write too much. Use the note-making techniques that have been 
suggested. 

 Leave spaces in between notes, to allow for additions or changes later. 

 Reread the topic and improve on the notes, providing more details. 
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 Use your own words instead of copying from the text. This will help you 
understand the material better. 

 If you copy word for word, sentences or phrases from the topic, do not forget 
to put them in inverted commas to show that they are quoted from the topic. 
Do not also forget to write down the original source from where the notes are 
taken (author, title and year of publication, page number). 

 Read over your notes to make sure you understand them. If they do not make 
sense at that point, you can be sure they will not make sense at any other time 
in the future! 

 

 

 ACTIVITY 4.1

Compare your style of making notes to the suggestions given here. 
Are there any differences? Write down the differences and share this 
with your coursemates. 

 TAKING NOTES DURING TUTORIALS 4.3 

Taking notes during tutorials is a difficult task because unlike a book, you cannot 
control the flow of speech, you cannot expect the tutor to repeat the entire 
tutorial, and you cannot demand that the tutor organises his points or moderate 
his speed just so that you can take notes more effectively during tutorial. The 
following subsections are suggestions on how you can better prepare yourself for 
tutorials. 

4.3.1 Preparing Yourself for Tutorials 

No skills will be effective if you are not prepared for the class. Suppose you 
decide to visit a foreign country, would you not want to read up about the places 
you will be visiting? Similarly, you should do your reading before you enter your 
class because pre-reading helps you in the following ways: 

(a) It activates your prior knowledge; 

(b) It builds mental schemas; and 

(c) It enables you to make intelligent connections. 
 
This will lead to better understanding of the material you are reading and 
eventually build interest in the classroom. Read critically using your own 
experience and opinion. This will help you to develop background knowledge. 
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Thus, you will be able to conceptualise the course content discussed in the 
tutorials as well as improve your understanding of the subject.  
 
Basically, to be prepared, you must read! You have learned how to optimise your 
reading in Topic 3, but reading the module alone is not enough. You have to get 
more supporting material or resources to sustain your knowledge of the course 
content. As highlighted in these sections, while reading is crucial in getting ready 
for the class, note-making is equally significant. Note-making will reinforce your 
understanding of what you have read for the course. As such, you are urged to 
use these skills effectively to prepare yourself for the tutorial classes.  
 
It is important that you read through the whole topic first, so that whatever is 
discussed in class or whatever is spoken by the tutor is familiar to you. Even if 
you do not understand all that is being presented, you will at least understand 
the basic ideas. Being familiar with the issues raised during tutorials makes note-
taking easier. 
 

 

ACTIVITY 4.2

Based on your reading style, how would you take notes from your 
module before attending the tutorial classrooms? 

4.3.2 Listening During Tutorials 

 

ACTIVITY 4.3

In your opinion, how do listening skills help in note-taking?

 
Now that you are prepared with some basic knowledge of the topic, your main 
goal is to get the tutorÊs intended message in the actual classroom. However, the 
message may not always be clear. Thus, it is important that you listen attentively 
and take notes. Many learners feel that because they can hear, they are listening. 
Hearing and listening are two different things. Letting words flow into your ear 
is not listening. Listening is a thinking activity and is the most commonly used 
method of learning. Your listening can be improved with instruction and 
practice.  
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In the following section, we share with you the various strategies you can use to 
become a more effective listener in a face-to-face tutorial: 

(a) Avoid distractions that may interfere with your concentration (i.e. do not sit 
next to a coursemate who talks too much or whose personality or looks are 
a constant distraction, or do not sit near the doorway or window where 
there are too many disturbing sounds or movements). 

(b) Listen to the message being said, paying attention to the emphasis given by 
the tutor to the topic. You must know what information was transmitted in 
the class. 

(c) Always relate the ideas to previous tutorial discussions, to your module 
and other supporting resources and to your previous experiences. 

(d) Look for clues from the tutor that might give some indication as to what can 
be considered as important points. If the tutor uses illustration and focuses 
longer on certain issues, these can be the ÂcluesÊ to look out for. Clues can be 
in vocal or visual form. 

(e) Take notes, since some information might not be in your module and you 
need to record this information for your future reference. Notes can also act 
as an alternative form of memory as it is impossible for you to remember 
everything you hear accurately. Keep the notes, as it will help you in 
preparing for your assessments. 

(f) Identify noteworthy material. Be able to differentiate the things you should 
write down and things you can ignore. DO NOT COPY EVERYTHING 
THAT IS SAID BY YOUR TUTOR! 

(g) Write down the date/time of tutorial/name of tutor/subject discussed. This 
is important when you have to revise months later and need to refer to the 
sequence of tutorials or subjects dealt with. 

(h) Try to identify key issues, keywords and key phrases. Do them if you 
cannot take notes systematically. Jot them down immediately. You may 
apply any of the five note-making ways i.e. annotation, outline notes, 
column notes, mind maps and summary notes whichever you are 
comfortable with. 

(i) Create spaces as you take notes. There are a few formats that you can apply 
in note-taking as shown in Figures 4.1 to 4.5. 

(j) Use your own abbreviations based on your needs and comfort level for 
quick and short note-taking. You may try to eliminate vowels, (e.g. in ÂyouÊ 
 take the ÂyÊ and ÂoÊ away; in ÂstudentÊ  take the u and e away). The 

following are some examples of abbreviations and symbols (please refer to 
Figure 4.6 and 4.7): 
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i information
? need to investigate,  
 to query/question 
* important, main issue 
→ leading to, 

result/resulting 
+ add/add on 
ϕ paragraph 
# space 

orgn.  organisation 
govt.  government 
mgmt.  management 
MÊsia  Malaysia 
bhiour  behaviour 
econc  economic 
econy  economy 
lrng  learning 
impt.  important 
infn.  information 

      Figure 4.6: Abbreviations                                     Figure 4.7: Symbols 
 
It is not easy taking notes when you also have to listen to what is being presented 
by the tutor and your classmates. Apart from this, there are other challenges, such 
as a boring tutor, unclear slides, faulty LCD projector, etc. These are but some of 
the few obstacles to effective note-taking. 
 

 

How does one take notes in an environment where oneÊs hearing, and 
sight are distracted? Discuss with your coursemates. 

ACTIVITY 4.4

4.3.3 Review after Tutorial 

 Review your notes as soon as possible after the tutorial, because the longer 
you wait to review, the less you will remember. 

 Rewrite if necessary and fill in the gaps by using other peopleÊs notes or 
reading your library material. 

 Verify your notes by reading your recommended text or other references, or 
compare them with notes taken by classmates to ensure that the facts and 
diagrams are correct. 

 Supplement your notes with further reading to add value to your learning.  

 Read and reread your notes so that by the time the examinations are due you 
are familiar with the notes. 

 Use them to answer past years papers. This will be a test of their reliability. 

 Keep them safe and in a system that is easy for you to retrieve and use.  
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Specify the problems you faced in taking notes at your last tutorial. 

ACTIVITY 4.5 

1. List Ôve note-making ways.
 
2. Explain three reasons why you need to read before attending a 

tutorial  session. 

 

 
3. Read the passage below and make your own notes in the 

following formats: 

(a) outline; and 

(b) mind map. 
 
The traditional teacher-pupil relationship was authoritarian, with 
the teacher dominating classroom learning to the extent that it 
reduced the pupil to a position of inferiority and submissiveness. 
Hence, it is not a coincidence that this relationship was also 
termed the master-pupil relationship. In the effort to achieve equal 
opportunity, authoritarian attitudes and practices are being 
questioned. Equal opportunity in learning means that learners 
need to be considered as individuals, each with his own ability 
and learning potential, working at their different paces and in 
different ways. This takes into account differences in the learnerÊs 
learning styles and approaches. Various research projects have 
been undertaken about learning which provide insights into how 
learners learn, particularly how they learn: 

(a) As individuals; 

(b) At various rates; and 

(c) According to different styles and patterns. 

ACTIVITY 4.6 
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• Note-taking and note-making are crucial to your learning because they help 

you to organise and merge information and make them relevant or applicable 
to your module, tutorial and online discussions.  

• Good notes will help you save time and effort (and avoid agony) when it is 
time for you to write assignments or prepare for examinations. 

  

 
Annotation Mind map 

 
 
 
 
 



   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

At OUM, as part of independent learning, you are required to give presentations 
 written or oral, depending on the requirements of your course. These 

presentations may or may not be assessed. However, it would be of great 
advantage to you to master some basic presentation skills because these are 
lifelong skills that you can apply in any occasion  formal or informal, even after 
you have left OUM. Remember, whether you are a CEO of a multinational 
company, politician, teacher, trade unionist or even Prime Minister  presentation 
skills are critical to your professional and personal development. Let us start at 
OUM  great things begin with humble beginnings. 
 
Many find giving presentations intimidating, but take heart that excellent 
presenters are not born  they have merely mastered excellent presentation skills. 
So can you! 
 
This topic will introduce to you some basic presentation skills that you can use 
for your own presentations. You must, however, understand that these are just 
suggestions and that it is up to you to develop your own presentation style which 
needs practice to make perfect. 

TTooppiicc

55  
Presenting 
Information 

3. Practise effective techniques for oral presentation. 

2. Apply OUM citation style based on the American Psychological 
Association (APA) format; and 

1. Present your written assignment effectively;  

LEARNING OUTCOMES 
By the end of this topic, you should be able to:
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This topic will focus on two types of presentations: 

(i) Written presentation in the form of an assignment; and 

(ii) Oral presentation using transparencies or PowerPoint. 

 WRITTEN ASSIGNMENT 

In this subtopic, you will be guided to how to write an assessment by following 
the steps given. You will also be exposed to the common faults found in 
assignment to avoid you from making one. 

5.1.1 Steps of Writing an Assignment 

Testing by assignments is one of the most popular form of assessments at OUM. 
This is usually part of the coursework and assessed by tutors to gauge the level of 
your understanding as well as your progress. An assignment differs from an 
essay in format, in that headings and subheadings are used to denote 
relationships or connectivity of issues. Writing an assignment does not mean a 
mere presentation of facts. It is more like an academic exercise in which you have 
a stand on certain issues, argue out the reasons and provide authoritative 
evidence to support your argument. 
 
There are basically 10 steps to producing a good written assignment: 

1. Select a Topic 
Choose one that you are comfortable with, one that you know something about. 
Sometimes the lecturer or tutor assigns the topic to each individual. 

 

2. Analyse the Topic 
 Ask yourself what the main issues and supporting issues are. Check what the topic 

requires you to do: explain, comment, elaborate, account for, analyse, etc. 
Understand what each term means (pIease refer to the dictionary for explanation). 

 

3. Search for Information 
 Use the steps in the OUM Information Trail (Topic 7). Use the search strategy you 

know best and apply it to: OPAC, e-book database, e-journal database and Internet. 

 

5.1 
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4. Evaluate and Select 
 Do you have enough information which is relevant to the main issues and 

supporting issues? (Apply evaluation criteria in Topic 9). 

 

5. Take Notes from Resources 
 Make sure the notes cover all aspects related to the main issues and supporting 

issues. 

 

6. Plan an Outline 
 Make sure that the outline consists of introduction, body of content, conclusion and 

accompanying information in the form of appendixes, footnotes, etc. 

 

7. Organise and Consolidate 
 Write notes for each part e.g. 
   Introduction 
   Body of content 
   Conclusion 
   Accompanying information 

 

8. Write the Paper 
 Be guided by the following: Language should be simple and clear. There should be 

a smooth Òow of ideas and arguments. Apply creative thinking. Provide 
accompanying information in the form of appendixes and references. 
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9. Review Assignment 
  Have I dealt with the main issue and supporting issues thoroughly? 
  Is the content relevant and thorough? 
  Is there any sufÔcient supporting evidence to uphold my views, opinions and 

ideas? 
  Does the paper make sense overall? 
  Is the language clear and precise, or vague and ambiguous? 
  Do the paragraphs connect well? 
  Are the quotations appropriately cited? 
  Are the illustrations properly labelled? 
  Are there spelling errors?  
  Are all the references cited in the assignment properly recorded? 

 

10. Present Before Deadline 
 It is important to present your assignment before the deadline. No matter how 

good your assignment is, it shows poor time management skills if it is presented 
after the deadline. You have to allot sufÔcient time to completing your assignment. 
Avoid procrastination in order to produce a good assignment. Do you know how to 
schedule time for completing assignments? Visit the following website 
http://www.lib.umn.edu/help/calculator/ and try the University of MinnesotaÊs 
Assignment Calculator. It will guide you to set your own deadlines in completing 
the written assignment efÔciently. 

 

 

ACTIVITY 5.1

Go to the website (stated in the earlier paragraph). Based on your 
findings from the website, list down your action plan and deadlines in 
preparing an assignment. 
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5.1.2 Common Faults Found in Assignments 

Table 5.1 describes some common faults found in assignments. 
 

Table 5.1: Common Faults in Assignments 

Faults How to Overcome 

1. Unfocused treatment Keep to the point, do not ramble. Always refer back to 
the topic, and leave out unnecessary points. 

2. Shallow treatment of 
topic/subject 

Provide sufficient content. Read more, use more 
examples, back up argument with evidence. 

3. Badly organised content 
(poor presentation) 

Keep to the outline: 
Introduction  
Body of content: 
• Issue 1 + argument 
• Issue 2 + argument 
• Issue 3 + argument 
• Issue 4 + argument 
Conclusion 
References 

4. Lack of fluency and flow Keep language simple and to the point. 
Link points and paragraphs. 
Check spelling and grammar. 

5. Poor introduction Make sure you introduce the topic and explain how you 
are approaching the subject. Put the topic in perspective. 

6. Poor conclusion Make sure you conclude by providing the answers or 
solutions to the issues involved. Refer again to the topic 
and make sure your conclusion is consistent with the 
introduction. Have you answered in the conclusion the 
questions raised in the body of content? 

7. Boring presentation Be creative in your approach, be less pedantic in style. Be 
open to other views and ideas. Be an active reader; do 
not accept whatever is written at face value. Question, 
question and question! 

8. Irrelevant information Make sure you read widely and gather enough relevant 
information so that you do not need to „pad-up‰ your 
essay with irrelevant information. Apply evaluation and 
selection criteria to your reading and information 
gathering. 
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 WRITING THE FIRST DRAFT 5.2 

The time has come for you to now practise what you have learnt in the preceding 
pages. So that you do not feel intimidated, let us try writing just the first draft. 
The illustrations of an introduction, body of content, conclusion, references and 
footnotes are shown in the subtopics. General tips on what to do and not to do, 
how to quote, or how to cite references are also provided as a guide. 
 
Before you begin writing the draft, jot down all your ideas and facts on a piece of 
paper. You can either write them down in an outline method or in the mind map 
format. Next, arrange your ideas and categorise the points in the relevant 
headings. After that is done, start free writing of your first draft. Do not worry 
about the flow yet. Write down whatever that comes to your mind. You can 
finalise and improve the first version after you have written down all your points 
and ideas. 
 
LetÊs move on and get some tips on how to begin your essay with an Introduction. 

5.2.1 Introduction 

When writing the introduction, you should state the scope of the paper, set the 
scene or clarify what the main issue is and how you intend to approach it. 
Writing the introduction is actually putting the topic into perspective and serves 
as a preview of what you intend to say. It should be short, to the point and not 
more than two paragraphs (see Figure 5.1). 
 

PROVIDING EQUAL OPPURTUNITY IN DISTANCE LEARNING: 
THE ROLE OF THE OUM DIGITAL LIBRARY 

1.0 Introduction 
The relevance of any library to its parent organisation depends on the need for it. In the 
case of a university library, if the library is a described in the professional literature, as 
being at the heart of teaching and learning environment within which it operates. 
 
The need to view the relevance of the library within its educational context is important 
in order to avoid as ÂisolationistÊ approach to library development. It is easier to 
understand the role of the library if seen against the background of the prevailing 
concept of education, aims and objectives of education, teaching-learning objectives 
and strategies, etc. in the case of the Digital Library, it is necessary to also understand 
the concept of the democratisation of higher education, the concept of the Open 
University and its core activities so that any discussion of its role can be undertaken in 
the proper context and from a meaningful perspective. 

Figure 5.1: An example of  an Introduction 
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LetÊs analyse the Introduction shown in Figure 5.1. If you noticed, the writer started 
off by describing the need and the role of a library in the first paragraph. In the 
second paragraph, the writer has continued explaining on how the role of the 
library can be determined by understanding the concept of education, aims and 
objectives of education, etc. Then, the writer relates this idea to how OUMÊs Digital 
Library also supports the concept of the democratisation of higher education 
(which is also OUMÊs aim), and the concept of OUM and its core activities. With 
that, the writer has successfully introduced the topic of the paper, Providing Equal 
Opportunity in Distance Learning: The Role of the OUM Digital Library. 

5.2.2 Body of Content 

The main body of content should contain your ideas, opinions and facts, 
explained and argued out systematically and logically, with each idea or issue or 
argument Òowing smoothly from one to another. Each paragraph should contain 
only one main point or main idea, with supporting details. 
 
The paragraphs should be interconnected, so that ideas flow smoothly throughout 
the main body of content. Make sure that when an issue is raised in one paragraph, 
it is carefully and systematically followed through in the following paragraphs 
before raising another issue. Use a numbering system to show relationship or 
interconnectivity between issues as shown in Figure 5.2. Illustrations (diagrams, 
pictures, etc) should be used if they help in clarifying the issues. 
 

 
Figure 5.2: An example of related topics in the body of content 
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5.2.3 Conclusion 

Always refer to the topic when you write this section. Ensure that your 
conclusion tallies with the introduction and the body of content. A good 
conclusion should provide the reader with a sense of completion or closure  end 
of a story. Do not repeat what you have said in the introduction. The conclusion 
must show progress in the development of the topic from the introduction and 
through the body of content (see Figure 5.3). The conclusion does not introduce 
new ideas, arguments or opinions but should represent closure of the issues or 
ideas argued out in the main body. 
 

 
Figure 5.3: An example of how to conclude a topic in the conclusion 

5.2.4 Accompanying Information 

Accompanying information in the form of explanatory notes, footnotes and 
references must be provided as evidence in support of the issues contained in the 
body of content. This is also to ensure that ideas and opinions taken from other 
people are acknowledged. Below are examples of: 
 
(a) List of References 
 This list is the list of materials referred to and used in the text. 

 Your List of References must reflect the scope and depth of your reading. A 
student who has referred to only one or two books for information will not 
be able to present an assignment of the same quality as that presented by 
another who has read widely and is exposed to the ideas of many writers. 
The list also ensures that plagiarism does not occur because the reader will 
be able to check on the ideas or facts expressed in the assignment. It will 
also give credit and to the originator of the idea or opinion. 
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In compiling the List of References, ensure that: 

(i) The sources are listed in alphabetical sequence, according to the 
names of authors or titles (as shown in Figure 5.4). 

(ii) Each item has complete bibliographical details (page, author, title, 
edition, year of publication, publisher) relevant to the type of resource 
such as a book, journal article, topic in book, conference paper, etc. as 
illustrated in Figure 5.4. 

(iii) The citation style conforms to the OUM style (please see notes under 
heading „Citation Style‰ in Section 5.2.6). 

 

REFERENCES 

Allen, C., Kania, D., & Yaeckel, B. (Eds.). (2001). One-to-one web-marketing: 
Build a relationship marketing strategy one customer at a time (2nd ed.). 
New York: John Wiley. In Ebrary (OUM Digital Library). 

Boone, L. E., & Kurtz, D. (2001). Contemporary marketing (10th ed.).  Forth 
Worth, TX.: Harcourt Colleges Publishers. 

Garfinkel, D., & Chowlewka, K. (2002). Making the most of it: How to squeeze 
more profits from the web. Sales and marketing management, 154(3), 19. In 
Ebsco (OUM Digital Collection). 

Haig, M. (2001). The B2B e-commerce handbook: How to transform your 
business-to-business global marketing strategy. London: Kogan Page. 

Karayanni, D. A., & Baltas, G. A. (2003). Web site characteristics and business 
performance: Some evidence from international business-to-business 
organizations. Marketing intelligence and planning, 21(2), 105-114. In 
Emerald (OUM Digital Collection). 

Figure 5.4: An example of List of References 
 
(b) Footnotes or Notes 
 Footnotes are notes at the bottom of the page that contain the relevant 

information as shown in Figure 5.5. They can be in the form of a citation of a 
resource/source or an explanation/elaboration of information. Notes are 
located at the end of the assignment separately from the List of References 
or together under the heading Notes and References. If found together, they 
have to be arranged alphabetically. 
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Figure 5.5: An example of Footnotes 

 

 

ACTIVITY 5.2

In your previous experiences of writing an assignment, how many 
drafts did you come up with? Do you think it is necessary to have 
more than one draft? Post your comments in the Forum. 

5.2.5 Quotations and Paraphrasing 

If ideas and opinions of other people are reproduced verbatim, use quotation 
marks and provide details of the source either in the form of a footnote (Figure 
5.6) or cite immediately after the quotation (Figure 5.7). If you decide to use your 
own words or paraphrase, write the source in the text as in Figure 5.8. 
 
Use quotations sparingly, otherwise, the essay will not represent your ideas or 
opinions but become a mere rehashing of other peopleÊs thoughts, ideas and 
opinions. It would be better to use other peopleÊs opinions and ideas only as 
evidence or to support your own arguments, ideas or opinions. 
 

 



 TOPIC 5 PRESENTING INFORMATION  
 

113 

 
Figure 5.6: An example of a quotation acknowledged in the footnote 

 

 
Figure 5.7: An example of a quotation with the source following the quotation 

 

 

To enable learners to view ideas globally and to connect different ideas, 
Ausubel (1963) proposes that learners arrange the information in a particular 
schema. 

„Information should be organised in such a way that when it is needed, the 
schema is easily invoked.‰ 

Ausubel (1963, p.12) 

Figure 5.8: An example of paraphrasing an authorÊs idea in the text 

5.2.6 Citation Style 

In the process of completing your assignments, you need to document all the 
sources used in your paper. There are many ways of documenting sources within 
the text of a paper and in the reference section at the end of your paper. OUM 
citation style is based on the American Psychological Association (APA) format. 
 
Types of resources or references may be as follows: 

• Books; 

• Websites; 

• Specific topics in a book; 
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•  Journals; and 

• Other types of materials. 
 
(a) Citing Printed Books 

Use the following referencing styles for citing printed books: 
 

(i) Book by a Single Author 
 AuthorÊs Name. (Year). Title of book (Edition). Place of publication: 

Publisher. 

 Example: 
 Haig, M. (2001). The B2B e-commerce handbook: How to transform 

your business-to-business global marketing strategy. London: Kogan 
Page. 

 
(ii) Book by Two Authors 
 1st AuthorÊs Name, & 2nd AuthorÊs Name. (Year). Title of book: 

Subtitle of book (Edition). Place of publication: Publisher. 

 Example: 
 Boone, L. E., & Kurtz, D. (2001). Contemporary marketing (10th ed.).  

Forth Worth, TX: Harcourt Colleges Publishers. 
 

(iii) Book by Three Authors 
 1st AuthorÊs Name, 2nd AuthorÊs Name, & 3rd AuthorÊs Name. 

(Year). Title of book: Subtitle of book (Edition). Place of publication: 
Publisher. 

 Example: 
 Allen, C., Kania, D., & Yaeckel, B. (2001). One-to-one web-marketing: 

Build a relationship marketing strategy one customer at a time (2nd 

ed.). New York: John Wiley. 
 

(iv) Book by More than Three Authors 
1st AuthorÊs Name (et al.). (Year). Title of book: Subtitle of book 
(Edition). Place of publication: Publisher. 

Example: 
Amrine, H. et al. (2001). One-to-one web-marketing: Build a 
relationship marketing strategy one customer at a time (2nd ed.). New 
York: John Wiley. 
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(v) Edited Books 
 EditorÊs Name (Ed.). (Year). Title of book: Subtitle of book. Place of 

publication: Publisher. 

 Example: 
 Duncan, G. J., & Brooks-Gunn, J. (Eds.). (1997). Consequences of 

growing up poor. New York: Russell Sage Foundation. 

You should know how to distinguish between the term „edition‰ and 
„impression‰ or „reprint‰. Edition denotes that the text has been 
amended, while impression or reprint indicates no changes in the text. 
Always cite the edition date as the date of publication, not the 
impression or reprint date.  

Example: 
  1st edition date: 1968 
  5th impression or reprint: 2000 

Please use the date 1968, as shown below: 
Cruise, T. J. (1968). Educational technology. Kuala Lumpur: Pelangi 
Press. 

 
(b) Citing Electronic Books 
 You can use the following format to cite electronic books: 
 

(i) Allen, C., Kania, D., & Yaeckel, B. (Eds.). (2001). One-to-one web-
marketing: Build a relationship marketing strategy one customer at a 
time (2nd ed.). New York: John Wiley. In Ebrary (OUM Digital 
Collection). 

 
(ii) Millholon, M., & Murray, K. (2001). Microsoft Word 2002 inside out. 

Redmond, WA.: Microsoft Press. In Books24x7 (OUM Digital 
Collection). 

 
(c) Citing Specific Chapters in a Book 
 The following are three ways to cite chapters in a book based on the number 

of authors: 
 

(i) Chapters in a Book by Single Author 
 Name of author of chapter. (Year). Title of chapter: Chapter number in 

Name of main author or editor of book, Title of book (Edition, pp. first 
page  last page). Place of publication: Publisher. 
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 Example: 
  Kuegler, T. J., Jr. (2002). Web advertising: Banners and beyond; 

Chapter 12 in T. J. Kuegler, Jr. (Ed.), Web advertising and marketing 
(3rd ed., pp. 98-104). Boston, Mass.: Premier Press. In Books24x7 
(OUM Digital Collection). 

 
(ii) Chapters in a Book by Two Authors: 
 1st AuthorÊs Name, & 2nd AuthorÊs Name. (Year). Title of chapter: 

Subtitle of chapter. In 1st EditorÊs Name & 2nd EditorÊs Name, Title of 
book: Subtitle of book (Edition, pp. first page  last page). Place of 
publication: Publisher. 

 Example: 
 Cruise, J. T., & Shaharuddin Salleh. (1999). Video: Effective use in 

creating learning material. In J. L. Hunters & M. K. Brown (Eds.), 
Multimedia: Applications and implications (2nd ed., pp. 98-104). 
Kuala Lumpur: Pelangi Press. 

 
(iii) Chapters in a Book by Three Authors: 
 1st AuthorÊs Name, 2nd AuthorÊs Name, & 3rd AuthorÊs Name. 

(Year). Title of chapter: Subtitle of chapter. In 1st EditorÊs Name, 2nd 
EditorÊs Name & 3rd EditorÊs Name, Title of book: Subtitle of book 
(Edition, pp. first page  last page). Place of publication: Publisher. 

 Example: 
 Cruise, J. T., Shaharuddin Salleh, & Tan, T. H. (2000). Hypermedia 

authoring: Knowledge constructing through hypermedia authoring. In 
Ahmad Albab, J. L. Hunters & M. K. Brown (Eds.), Authoring tools: 
Educational technology (3rd ed., pp. 86-98). Kuala Lumpur: Pelangi 
Press. 

 
(d) Citing Articles in Journals 
 Below are ways to cite articles in journals based on the number of authors: 
 

(i) Article Written by One Author 
 AuthorÊs Name. (Year). Title of article in the journal. Title of Journal: 

Subtitle of Journal, Volume (Issue), first page  last page. 

 Example: 
 Kargoankar, P. (2002). Web usage, advertising and shopping: 

Relationship patterns. Internet Research: Electronic Networking and 
Policy, 12(2), 191-204. 
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(ii) Article Written by Two Authors 
 1st AuthorÊs Name, & 2nd AuthorÊs Name. (Year). Title of article in the 

journal. Title of Journal: Subtitle of Journal, Volume (Issue), first page 
 last page. 

 Example: 
 Klimoski, R., & Palmer, S. (1993). The ADA and the hiring process in 

organizations. Consulting Psychology Journal: Practice and Research, 
45(2), 10-36. 

 
(iii) Article Written by Three Authors 
 1st AuthorÊs Name, 2nd AuthorÊs Name, & 3rd AuthorÊs Name. 

(Year). Title of article in the journal. Title of Journal: Subtitle of 
Journal, Volume (Issue), first page  last page. 

 Example: 
 Saywitz, K. J., Berliner, L., & Cohen, J. A. (2000). Treatment for 

sexually abused children and adolescents. American Psychologist, 55, 
1040-1049. 

 
(iv) Article Written by More than Three Authors 
 1st AuthorÊs Name et al. (Year). Title of article in the journal. Title of 

Journal: Subtitle of Journal, Volume (Issue), first page  last page. 

 Example: 
 Cruise, J. T. et al. (2000). Dolly: Implications on human cloning. 

Journal of Genetics, 1, 212-222. 
 

(v) Article in Journal from Database 
 Garfinkel, D., & Chowlewka, K. (2002). Making the most of it: How to 

squeeze more profits from the web. Sales and marketing management, 
154(3), 19. In Ebsco (OUM Digital Collection). 

 
(vi) Article in Journal from Internet 
 Kenneth, I. A. (2000). A Buddhist response to the nature of human 

rights. Journal of Buddhist ethics, 8. [Online]. Available: 
http://www.cac.psu.edu/jbe/twocont.html. [2001, February 20]. 

 
 (e) Citing Works by Corporate Authors 
 The name of the writer can also be in the form of an institution, society, 

department or ministry. Refer to the following example: 

 Malaysia. Ministry of Education. National Board of Education. (1989). 
Implications of computers in the classroom. Kuala Lumpur: Pelangi Press. 
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(f) Citing Websites 
AuthorÊs Name. (Year). Title of electronic document. [Online]. Available: 

website address. [Date document is retrieved]. 

Example: 

Jones, D. (1999). The de Grummond childrenÊs literature collection. [Online]. 
Available: http://avatar.lib.usm.edu/~degrum/. [2000, February 24].  

Nielsen, M. E. (n.d.). Notable people in psychology of religion. [Online]. 
Available: http://www.psywww.com/psyrelig/psyrelpr.htm. [2000, 
August 3]. 

 
For websites, if the date the page was created (or updated) is not given, put 
"n.d." (no date) in the citation in place of the date.  (This is not to be 
confused with the date you retrieved it.) 
 
If a document has no author, the citation begins with the title of the 
document: 

The de Grummond childrenÊs literature collection. (1999). [Online]. 
Available: http://avatar.lib.usm.edu/~degrum/. [2000, February 24].  

 
(g) Other types of Materials 

 (i) Newspaper Article, No Author  
  New drug appears to sharply cut risk of death from heart failure. 

(1993, July 15). The Washington Post, p. A12. 

(ii) Newspaper Article, One Author, Discontinuous Pages  
 Schwartz, J. (1993, September 30). Obesity affects economic, social 

status. The Washington Post, pp. A1, A4.  

(iii) Encyclopaedia Article  
 Bergman, P. G. (1993). Relativity. In The new encyclopedia Britannica 

(Vol. 26, pp. 501- 508). Chicago: Encyclopedia Britannica. 

(iv) Published Conference Paper in Conference Proceedings 
 Gibson, C. C. (2005). Impact of the larger social context on the distance 

learner. In S. Allsop (Ed.) International Council for Distance 
Education: One world many voices: Quality in open and distance 
learning (pp. 279-282). Chicago: Milton Keynes.  

 



 TOPIC 5 PRESENTING INFORMATION  
 

119 

(v) Unpublished Conference Paper 
 Martins, J. R. (2004, April). Working with the terminally ill: An 

integrated theoretical model. Paper presented at the American 
Counseling Association World Conference, San Diego, CA. 

 

 

1. Write down the reference for:

(a) A book; 

(b) A journal article; and 

(c) An electronic material. 
 
2. Write a quotation from a book as follows: 

(a) Quotation acknowledged in the footnote; 

(b) Quotation with the source following the quotation; and 

(c) Using another authorÊs idea in the text. 

ACTIVITY 5.3 

 

 

1. Cite the following book using OUM citation style based on the 
APA format. 

 Book title: The Writing Process 
 Author: John M. Lannon 
 Place of publication: USA 
 Publisher: Pearson 
 Year of publication: 2004 

ACTIVITY 5.4 
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 THE FINAL DRAFT 5.3 

 

ACTIVITY 5.5

In your previous experiences of writing an assignment, how many 
drafts did you come up with? Do you think it is necessary to have 
more than one draft? Post your comments in the forum. 

 
Prior to handing in the assignment, you should ask yourself the question, „Am I 
happy with my paper?‰ To help you answer this question, the best thing to do is 
to reread what you have written. Alternatively, below is a checklist to help you 
determine if you are truly satisfied with the Ônal paper.  Ask yourself the 
following questions: 

 Is the assignment focused? 

 Did I plan and prepare well? 

 Does the content show understanding of relevant issues related to the topic? 

 Does the writing show evidence of wide reading and research on the topic? 

 Is there a logical development of issues from one paragraph to another? 

 Are the arguments convincing and supported by evidence? 

 Is the analysis clear and logical? 

 Is the language simple and precise? 

 Does the conclusion answer questions raised in the body of content? 

 ASSIGNMENT FORMAT 5.4 

In presenting your assignment, maintaining a certain quality of your output is 
crucial. First, it is necessary that an assignment be typed out, have clear print and 
be well-spaced out. The following are some pointers to help you format and 
present your assignment well: 

(a) Use A4 size white paper. Do not mix paper sizes in an assignment, and use 
only one side of the paper. 

(b) Leave a right margin of 3cm for your tutorÊs comments. 

(c) The first page of your assignment or the Title Page should consist of the title 
of the assignment, your name, your matric number, email address, semester 
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and year of study, and your tutorÊs name and learning centre. Figure 5.9 
shows a sample of the title page. 

(d) Ensure you have your name and matric number on every page. 

(e) Keep the font size to 12 points and avoid overuse of bold print, multiple 
fonts or other printing effects. 

(f) Font selection  Avoid complex or difficult-to-read font styles (Times New 
Roman is the font generally used). Type in one colour and do not use red. 

(g) Number all pages and put them in sequence.  

(h) If you have inserted pages with diagrams and illustrations, ensure that 
these have correct page numbers. 

(i) Secure all the pages by either binding or stapling them together. 
 
Meanwhile, in writing an assignment, the following tips can be used as a guide 
(please refer to Table 5.2). 
 

Table 5.2 : DOÊs and DONÊTs when writing an assignment 

DO DONÊT 

(a) Use short sentences. (a) Use long-winded sentences to 
convey your ideas. 

(b) State main ideas clearly and concisely 
in your own words, in topic sentences. 

(b) Generalise. 

(c) Use complete sentences and link these 
into logical paragraphs. 

(c) Use bullet points or lists. 

(d) Be objective. (d) Make assumptions or give your 
opinion (unless asked for in the 
question). 

(e) Be concise. (e) Be repetitive. 

(f) State reference sources. (f) Plagiarise. 

(g) Check spelling, grammar and 
punctuation. 

(g) Leave it to your tutor to check. 

(h) Spell out abbreviations and acronyms 
first, e.g. Kuala Lumpur International 
Airport (KLIA). 

(h) Assume your tutor knows the 
abbreviations and acronyms 
you use. 

(i) Be consistent and keep to clear formats 
when referring to dates, e.g. 10 
November 2003 rather than 10.11.03. 

(i) Change formats throughout 
your assignment. 

(j) Use suitable linking words e.g. „In (j) Leave the previous section 
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contrast‰, „However‰, „Nevertheless‰. hanging and start a new section 
without referring to the 
previous one. 

 
Figure 5.9: An example of a title page 

 5.5 WRITING ESSAYS UNDER EXAMINATION 
CONDITIONS 

You may apply the same steps as writing an assignment except that you cannot 
visit the library to search for information. By then, it would be too late! Also, 
choose questions on topics that you are confident of answering. Spend a few 
minutes jotting down ideas and then quickly organise them into some systematic 
structure. For more details, please refer to Topic 6. 

 5.6 ORAL PRESENTATION 

At OUM, you may be required to make oral presentations, either formally or 
informally. These presentations may be assessed but whether or not they are 
assessed, there are some basic skills that you need to master in order to actively 
participate in tutorials and seminars. 
 
Not every one is a born speaker but with preparation and lots of practice, oral 
presentations can be easy. The following are guidelines that you may need when 
working on an oral assignment. 
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5.6.1 Audience and Purpose of Presentation 

You would need to know the audience and purpose of the presentation because it 
affects the equipment you use, the level of preparation you need to make, the 
type of attire you need to wear, the language you use (formal or informal, 
technical or layman), the setting of the room, whether to serve refreshments, etc.  

5.6.2 Planning and Preparation 

The following are some guidelines on planning and preparing for presentations 
(please refer to Table 5.3). 
 

Table 5.3 : Guidelines on Planning  and Preparing for Presentations 

1. Understand the breadth and 
depth of the topic   

→ Research widely and gather as much 
information as you can about the main 
issue and sub issues. 

2. Understand your audience → Level of education, level of expectation, 
size, language to use. 

3. Be comfortable with your 
environment 

→ Layout of room, size, lighting, air-
conditioning, layout of chairs and tables, etc. 

4. Decide on the type of 
presentation 

→ PowerPoint presentation, flipchart, 
OHP/transparencies or oral and audio-
video. 

5. Check whether appropriate 
equipment is available 

→ LCD, PC, OHP, microphone, pointer, 
white board, etc. 

6. Check whether the materials 
to be used are available 

→ Transparencies, diskettes, audio-video 
tapes/CD, paper, marker pens, etc. 

7. Duration of presentation → Important for PowerPoint and OHP so 
that the correct number of slides or 
transparencies can be prepared. (As a 
guide, prepare two to three PowerPoint 
slides/ transparencies for one minute 
depending on how much text is to be 
explained). 

8. Start preparations early 
(preferably presentation) 

→ Take at least two weeks to prepare for your 
presentation. It is better to prepare 
transparencies that are typed instead 
handwritten. 

9. Check on availability of 
equipment 

→ For PowerPoint, make sure the PC and 
LCD are available and in working order. 
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For transparencies, make sure the OHP is 
available and in working order. Make sure 
there is a spare bulb available. 
 
For a  flipchart or whiteboard 
presentation, make sure flipchart and 
paper, whiteboard and marker pens and 
duster are available. 

10. Test the equipment using 
PowerPoint/slides or 
transparencies 

→ Test at least a few days before the  
presentation date to enable equipment to 
be repaired if necessary. Try out the 
PowerPoint slides and transparencies to 
ensure fluency and flow of presentation. 

11. Decide on 
suitable/appropriate attire 

→ Confidence comes with knowing that you 
are suitably dressed for the occasion. 

12. Test the presentation → Anticipate reaction by doing a trial run on 
colleagues. 

13. Be creative in using 
(a) PowerPoint 
(b) Transparencies 

→ Use animation, colours, graphics, cartoons, 
etc. 
Use colours, illustrations, cut-outs, etc. 

14. Keep text to a minimum, clear 
and easy to read (even from 
the back) 

→ Use note form, summary, appropriate 
font, suitable background colours, etc. 

5.6.3 Techniques in PowerPoint and OHP Presentation 

The PowerPoint examples given below apply to both PowerPoint and OHP 
presentations: 
 
(a) Specify topic and presenters at the outset (Figure 5.10). 
 

 
Figure 5.10: Topic and name of presenter 
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(b) Use minimum text. The following text can be redone as shown in Figure 5.11. 
 

 

For equal opportunity to be meaningful, however, education must be extended 
on a continuous lifelong basis with opportunities for success provided at every 
stage of the continuum. Any attempt at early elimination would render the 
democratisation process ineffective and make a mockery of the principle of 
„equal opportunity‰ as stated by UNESCO in its classic 1972 blueprint: 
 
„Once education is continual, ideas as to what constitute success and failure 
will change. An individual who fails at a given age and level in the course of 
his educational career will have other opportunities. He will no longer be 
obligated for life to the ghetto of his own failure‰ 
 
Conceptualising education as a lifelong process was an effort at translating 
democratic principles into educational practice or „a new pedagogical concept 
⁄ to combat social exclusion.‰ 

 

 
Figure 5.11 
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(c) Ensure smooth flow of ideas. Ensure a follow-through of issues as shown in 
Figure 5.12 to 5.15. 

 

 
Figure 5.12 

 

 

Figure 5.13 
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Figure 5.14 
 

 

Figure 5.15 
 

(d)     Use illustrations e.g. animation, colours etc.  
 
(e) Be guided by the suggestions below: 

(i) Speak in simple, precise and clear language. 

(ii) Elaborate on points specified in slides. 

(iii) Do not introduce new issues that are not specified in slides. 

(iv) Ensure slides are attractive, that font is legible even from back of the 
room/hall (approach font size should not be less than 18) and 
background colours are suitable for reading from afar. 
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(v) Ensure that lighting is suitable. 

(vi) Ensure that microphones and the audio speaker system are working. 

(vii) Do not shout when you are giving presentation. 

(viii) Keep gestures to a minimum. 

(ix) Look at your audience but do not focus only on one group or one part 
of the room/hall. 

(x) Be appropriately attired. 
 
You are now ready for your oral presentation. Good Luck! 
 

 

Read the following paragraph and select the key points that you will 
insert into your slide presentation. 
 
Definition of Learning Object 

The term „learning object‰, first popularised by Wayne Hodgins in 1994, 
has yet to attain an acceptable definition that encompasses 
characteristics which differentiates it from any other content. From a 
survey of definitions, anything and everything seems to Ôt the 
definition: from digital to non-digital content, from large to small objects 
(in terms of digital weight), and from interactive to non-interactive 
content. At Open University Malaysia, we are rather particular about 
accepting a definition that fits our ideals and one that we would like to 
adopt is by Dunning (2002), who defines a learning object as: interactive 
exercises that allow the student to use the content learned in a particular 
part of a course that allows (1) demonstration of mastery of content, (2) 
application of knowledge to solve a problem, and (3) use of the content 
in critical thinking. To this, we would like to add that there are three 
important components of a learning object and they are: the learning 
outcome, the interactive exercise and a compelling feedback mechanism. 
Polsani (2003) has done an excellent review of learning objects and some 
important characteristics delineated by him are: it must be digital and 
loadable over the Internet; can be reused; is interoperable; and easily 
identified. The most important characteristic of a learning object is its 
ability to be reused, leading to the concept of reusable learning object 
(RLO).‰ 

ACTIVITY 5.6

 



 TOPIC 5 PRESENTING INFORMATION  
 

129 

 

Write an introduction on the topic of „The effects of television on our 
society‰. Your introduction should not be more than 200 words. Use the 
following article to help you in your writing. 
 

The Effects of Television on Society 

Recent studies from all around the world have proven that television has an 
effect on people as individuals and as a whole. We have coined the phrase 
„couch potato‰ for people who sit around watching TV all the time. There 
have been numerous studies on people of all ages from toddlers to senior 
citizens on what effect television has on the human psyche. No one can say 
and believe that television has no effect on society. It is argued constantly 
whether television reflects society or society reflects what they see on 
television. TV has become a major part of every American home. Many other 
developed countries are just the same. Society is what is on television. It is real 
people acting like another real person tells them to act. Society is making TV 
so in my opinion neither society or TV actually, reflect one another, but they 
blend into pure entertainment. One way or another, people and society as a 
whole are affected by television in many ways. Many people like to argue that 
television is horrible and that it ruins kidsÊ minds. There is good evidence to 
support this view also. Robert DuRant is one of the many people who believe 
what children are exposed to teaches them how they are supposed to act.  

(Source: http://www.directessays.com/viewpaper/84440.html)  

ACTIVITY 5.7 

 
• In short, your ability to express your work and ideas is important, so that the 

intended message is clearly presented to the receiver. The basic reason for 
requiring you to present your piece of work is to evaluate your level of 
knowledge and understanding of the course, and your presentation skills will 
reveal exactly that.  

• There are 10 steps involved in preparing an effective assignment. 

• The first draft of an assignment includes introduction, body of content, 
conclusion, list of references and footnotes.  

• The APA styles is adopted as OUMÊs citations style.  
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American Psychological Association (APA) 

Assignment 

Citation style 

Creativity 

Footnotes 

Paraphrasing 

Procrastination 

Quotations 

References 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

In the previous topics, we have talked about how to read effectively as well as 
how to take and make notes from resources, and present your assignments or 
projects. The purpose of those three topics is to help you acquire the needed skills 
to perform better as an OUM learner. In this topic, we will discuss ways of 
maximising your performance in different assessment areas. We will start by 
presenting the types of assessment that you will face as an OUM learner; 
followed by how to prepare for assessment, how to answer various types of 
questions, how to do assignments and finally, what assessment ethics are. 

 TYPES OF ASSESSMENT  

You will be assessed via four distinct types of assessment at OUM:, examinations, 
assignments, tests and online forum discussions as shown in Figure 6.1. These 
assessment types fall into two components: 
 

6.1 

TTooppiicc  Coping with  
Your  
Assessment 66  

4. Explain the concept of ethics in assessment. 

LEARNING OUTCOMES 
By the end of this topic, you should be able to:

1. Explain four assessment methods at OUM; 

2. Prepare effectively for the assessment; 

3. Practise effective ways of answering different types of assessment 
questions; and 



 TOPIC 6 COPING WITH YOUR ASSESSMENT 
 
132 

(a) Continuous assessment, which represents 40-50% of your total assessment 
marks. The assessment comprises an assignment, tests and participation in 
online discussions. You will be assessed throughout the semester. 

(b) An examination, which represents 50-60% of your total assessment marks. 
Currently, examinations are held at the end of the semester. 

 

 
Figure 6.1: Assessment methods at OUM 

 
Table 6.1: Types and Frequency of Assessment 

Type of Assessment Venue Frequency (Per Semester) 

Examination Learning Centres Once at the end of every semester 

Assignment Actual Classroom 1 per course 

Test Actual Classroom 2 times per course 

Online Assessment Virtual Classroom Throughout the semester 

 
In order to excel in your assessment, you should practice the various strategies 
explained in the following sections. 

 PREPARING FOR ASSESSMENT  6.2 

In preparing yourself for assessment, you should have a good set of concise 
notes, learn how to revise and memorise, and have a good study plan. The 
following are methods designed to help you to better prepare for your 
assessment. 

6.2.1 Gather Notes 

Aim to produce really good notes and keep them, as you have been advised in 
Topic 4. This should start on the first day of your class. It is impossible for your 
revision process to run smoothly and effectively without a set of good notes. You 
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should aim to reduce the bulk of your lecture notes or textbook materials to 
short, interesting, useful yet comprehensive notes. These notes should not only 
be a concise summary of what you should know, they should also be able to give 
you a complete picture of the topic. Organise and put your notes and materials in 
the right order. You can rewrite your materials on a piece of paper, put them in a 
scrapbook, or Ôle them up. Set your notes as systematically as you can. For 
example, you might use different coloured paper or different coloured pen for 
each topic. Some learners use index cards for their notes. Above all, try not to 
miss any of your classes as you do not want to miss important facts. 

6.2.2 Revise and Memorise 

What is revision? Clearly, revision is not just reading. Skimming through your 
notes is only a small part of the revision stage and you usually do that on the eve 
of your examination day. Revision means active participation of your brain. Your 
brain needs to work on collating and analysing those key concepts and ideas, 
register them and apply them to new situations. 
 
Revision also involves checking your understanding of the topic, making links 
between different topics and looking at how they Ôt together. It also reminds you 
of the materials that you have forgotten and also acts as a means of reinforcing 
your learning and filling the gaps in your knowledge. 
 
In carrying out revision, you are encouraged to understand the topic and 
remember important concepts, ideas and details as depicted in Figure 6.2. 
 

 
Figure 6.2: How to revise and memorise 
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(a) Understand the Topic 
 Below are some tips that can help you to understand the topic during your 

revision process: 

(i) Know your Course Content 
 For a start, look at the course outline, syllabus, assignment, tests and 

comments from your tutor. This can give you a clear idea of where 
you should start for your revision. 

 (ii) Identify Important Topics 
 You can read everything in the textbooks, but just concentrate on the 

topics that you think will be covered in the examination. Remember, 
work hard and smart.  

 (iii) Refer to the Materials 
 Refer back to the notes that you have prepared while reading your 

module and other supplementary resources, as well as notes from 
your participation or discussion in the tutorial classroom. 

 (iv) Come Up with Questions 
 Come up with questions by asking yourself what you need to know 

about the topic. Try to answer the questions using the materials that 
you have. 

 (v) Relate the Topics to Ideas  
 Test your understanding of the main concepts of the course. Elaborate 

on certain parts by clarifying the meaning of difficult or important 
parts of the course. Add more details where you think is appropriate 
and clarify relationships between ideas and concepts. You can use 
mapping or any other method to help you do this. This method can 
help you visualise course content more completely, and also see the 
relationships between each subtopic and its details. 

 (vi) Study in a Group 
 Studying with a group of people that you are comfortable with is one 

of the most effective ways of revision. This mutual study group will 
help you to clarify and emphasise key concepts and ideas with your 
friends. It will also ensure that you are on the right track. If it is 
difficult for you to set a meeting time with your group members, use 
the online discussion forum in myVLE for your discussions. 

 
(b) Remember Important Concepts or Ideas 
 Your revision process is not complete without memorising important 

elements and details. You certainly need to understand the facts, but you 
also need to recall the key ideas and concepts. One of the ways to memorise 
difficult terms, facts and formulas is by making a list and trying to write it 
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again later. Look at what you have missed. The points that you have 
trouble remembering are the ones that you need to work hard on. There are 
several ways that can aid you in memorising facts and in the following 
pages are some general tips for improving your memorisation skills. One 
tool that you can use to help you remember a list of things is mnemonics. 

 
(i) General Tips for Improving Memorisation Skills 
 Memorisation is arguably the most important part in the revision 

stage. It is also the most difficult. Below are some tips that can help 
you to improve your memorisation skills.  

 Understand the Material 
 Learn the general concepts before going into details. By 

understanding the general concepts, it will be easier for you to 
relate the main concept to the rest of the details. Try applying the 
SQ3R technique for reading to help you master the contents better. 

 Memorise Through Association with Your Own Life Experiences 
 Relate the material that you learn to any incident in your life. This 

will make you more likely to remember and it will be embedded 
in your memory for a very long time. 

 Vivid Association 
 Besides relating the key ideas to your own life experiences, you 

can also make up a story about a certain fact or material. Try to 
pair up the facts or ideas with music, images or anything that you 
like. The story that you create has to make sense but it can be 
humorous and silly.  

 Visual Memory 
 Most of us will best absorb all the information and facts if they are 

encoded visually. There are many ways of visualising information. 
For example, you can draw diagrams, tables, pictures, cartoons, 
graphs, etc. By doing this, you will be able to extract and highlight 
important key points and see the relationship between topics and 
ideas.  

 Visual memory can be as simple as writing sentences or 
statements or drawing mind maps. For some topics, it is 
impossible for you to draw a picture or graph to visually represent 
them. Writing out a statement, theories or formulas, repeating and 
rereading them will help you remember. 

 Talk It Out and Aloud if Possible 
 When you try to memorise something, it is best if you can talk it 

out and aloud. Make sure that your place of study is far from 

 



 TOPIC 6 COPING WITH YOUR ASSESSMENT 
 
136 

others or else you will disturb them (this activity can irritate your 
roommate or family member). You can repeat information word 
by word as in your notes or use your own words to explain them. 
Besides that, you can have a group discussion with your friends. 
Another good way to improve your memory is to teach another 
person the topic. If you have no one to teach, just act as a teacher. 
By doing this, you will get in-depth understanding of the topics 
and discover which areas you need to work more on. 

 
(ii) Use Mnemonics to Improve Memorisation Skills 

 A mnemonic is a device such as a formula, rhyme or acronym to help 
you remember facts or ideas. One of the most popular examples of a 
mnemonic is an acronym. An acronym is a word or name formed 
from the first letters of words that are connected in some way. 
ÂUNESCOÊ and ÂASEANÊ are examples of acronyms.  

 Using an acronym is one of the best methods to help you to remember 
a list of names that are difficult to memorise under normal 
circumstances. For  example, the acronym HOMES stands for the five 
Great Lakes in North America i.e. Huron, Ontario, Michigan, Erie and 
Superior as shown in the map in Figure 6.3. 

 
Figure 6.3: Five Great Lakes of North America 

 
Now, this type of acronym might not always work, as can be seen in the next 
example. Thus, you might need to come up with a mnemonic sentence. 
 
LetÊs try making a mnemonic sentence with the list of nine planets listed below. 
The list is arranged from the nearest to the furthest from the Sun, i.e. Mercury, 
Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune and Pluto. If you apply the 
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mnemonic acronym method to this list, you will get the acronym is 
MVEMJSUNP, which does not make any sense. 
 
Thus, you will need to construct a mnemonic sentence. One example is, „My 
Very Energetic Mother Just Served Us Nine Pizzas‰. DonÊt you think this is an 
easier method of remembering facts? If you feel it is, try using this method for 
difficult-to-remember lists.  

6.2.3 Practise Answering Questions 

Your revision process is not complete without applying and 
using the knowledge that you have learned. One of the best 
ways for you to apply the key concepts that you have 
understood is by practising. In this manner, you can gauge 
your performance and achievements so far.  
 

Make use of past examination papers. These will give you an idea of how the 
questions will look like and what kinds of questions will be asked. Even if the 
format of the questions has been changed, past examination papers can serve as 
self assessment to build up your confidence before an examination. 

6.2.4 Plan and Schedule 

In preparing for an assessment, apart from gathering notes, revising and 
memorising, you should plan and schedule your preparation process. Having a 
consistent and realistic plan is important. Keep it flexible and try to achieve some 
kind of pattern and routine. This will give you control over what you need to do. 
Break your revision time into short periods; for instance, 50 minutes per session. 
Have a ten-minutes break between that. Alternate your sessions with different 
topics and subjects to avoid boredom.  

 BASIC PREPARATION FOR EXAMINATIONS 6.3 

Although you are well prepared with the knowledge and practice and have 
revised well, you still need to remember the following basic preparation for your 
examinations: 

(a) Sleep well the night before your examination. 

(b) Be punctual. Know the time and place of the exam, check on the time and 
venue a few days earlier to make sure you know where the place is. Arrive 
early and get familiar with the surroundings. 
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(c) Know what to bring or not to bring into the examination hall. Do not bring 
in notes and books if it is not an open book examination. Do not write notes 
on the palms of your hands. You will be accused of cheating.  

(d) Make sure all your pencils are sharpened and pens are functioning. Bring 
along all needed stationery and mathematical equipment, as well as a 
calculator if you need to use it. 

 

 

ACTIVITY 6.1

Draw a mind map on how you would prepare yourself effectively for an 
assessment. 

 TYPES OF ASSESSMENT QUESTIONS  6.4 

You are now aware that you will be tested in four modes: tests, assignment, 
online participation and Ônal examination. What then are the types of questions 
that are normally set? There are several types of questions which can be 
categorised into objective type, such as true-false, multiple choice, matching, 
filling in the blanks; and subjective type, for instance, essay. In the following 
sections, we will discuss ways to answer each type of question. 

6.4.1 Objective Questions 

There are three common objective type of questions:  

• True-False; 

• Multiple Choice; and 

• Filling in the blanks (or Gap-filling).  
 
(a) True-False Questions 
 A true-false question presents a statement and you must decide whether it 

is true or not. This tests your knowledge of facts. True-false questions can 
be tricky. You have to carefully read each statement and decide whether it 
is right or wrong. The possibility of getting it correct is 50:50. Here is an 
example of a true-false question: 
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Here are some tips on answering true-false questions: 

(i) Presume It Is True 
 If you are not sure whether a statement is true or false, presume it is 

true. This is because a set of true-false questions tends to include more 
true statements than false ones. 

(ii) Extreme Modifiers are Usually False 
 A statement that includes extreme modifiers such as always, all, only 

and never tends to appear as a false statement. This is because it 
usually implies no exception. Below is an example of a statement with 
an extreme modifier: 

 
(iii) Qualifiers are Usually True 
 A statement that includes qualifiers such as some, frequent, many or 

sometimes tends to be true. The following is an example of a 
statement with a qualifier. 

 
 (iv) The Whole Statement Must be True 
 For a statement to be true, it must be true throughout. If any part of 

the statement is false, it is false. 

(v) Identify Keywords 
 Identify the keywords and phrases. Identifying keywords and phrases 

help you to determine whether it is true or false. 

(vi) Pay Attention to Negative Words 
 Statements that contain negative words are often tricky and require 

careful attention. It is advisable for you to highlight a negative word 
and read the statement several times. Below is an example of a true-
false statement with a negative word. 

 

 



 TOPIC 6 COPING WITH YOUR ASSESSMENT 
 
140 

 

 ACTIVITY 6.2

Answer the following true-false questions. Explain why you chose the 
answer  True or False for each of the statements. 

 T  F Studying in a group is the only way to enhance your 
memory power. 

 T  F Some people like to study on their beds. 

 T  F There is no way you can achieve good grades if you do 
last-minute studying. 

 T  F Girls are always cleverer than boys. 

 T  F You are not supposed to study after eating. 

 T  F A surprise is something that is not expected. 

 
(b) Multiple-Choice Questions 
 Another objective type question is the multiple-choice question (commonly 

called MCQ). Multiple-choice questions consist of an incomplete statement 
or question (known as the stem) followed by three to five possible answers 
to complete it. It is a popular type of questioning technique.  

 Two examples of multiple-choice questions are as follows: 

 
  
 Here are some tips on answering multiple-choice questions: 
 

(i) Select the Best Answer 
 Read the question and all the choices given before selecting the 

answer. Remember, in multiple-choice questions, you have to select 
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only the best answer. All the answers might be right but there is only 
one best answer (see example below): 

As a learner, you need ................ to excel in your examinations. 
A. nutritious food 
B. books 
C. time 
D. revision 
For the question above, all options are possible answers but the best 
answer is D.  

 
(ii) Eliminate the Wrong Answer 
 Start by identifying the wrong answers rather than looking for the 

right one. When you are sure that one possible answer is wrong, cross 
it off. This can help you to find the best answer. For example: 

To enable you to connect to the Internet, you need ................. 
A. a monitor 
B. Adobe® Acrobat® Reader® 
C. a telephone wire 
D. a modem 

For this question, you eliminate the wrong answers first, for instance, 
options A and B are definitely incorrect. The best answer is D.  

 
(iii) Treat Each of the Choices Like A True-False Question 
 Connect the stem (question) with each of the possible answers. Then, 

treat each of them as a true-false question. By checking each separate 
statement as true or false, you may find the best answer. 

 
(iv) Be Cautious with ÂAll of the AboveÊ and ÂNone of the AboveÊ 
 Pay extra attention to Âall of the aboveÊ and Ânone of the aboveÊ 

statements as one of them can be the possible answer. If you can find 
one wrong answer, you can automatically eliminate the Âall of the 
aboveÊ answer. If you think that two out of three answers are correct, 
then all of the above might be correct. However, if you are sure at 
least one of the answers is correct, then you can eliminate Ânone of the 
aboveÊ. Below are two examples of multiple-choice questions with Âall 
of the aboveÊ and Ânone of the aboveÊ as the possible answer. 

 



 TOPIC 6 COPING WITH YOUR ASSESSMENT 
 
142 

 
 
(c) Fill in the Blanks (or Gap-filling) 
 This type of question is different from the true-false and multiple-choice 

questions because you do not have the answer options in the question itself. 
Gap-filling questions require very short answers and usually a list of 
answers are provided. You need to select the most appropriate and accurate 
answer for the blank in the question statement. The example below 
illustrates this type of question. 

 

 

Instruction: Fill in the blanks with the most suitable answer.
 (Kuala Lumpur, mammal, fourth) 
 

1. ____________ is the capital city of Malaysia. 

2. Tun Dr Mahathir Mohamad was the _______ Prime Minister of 
Malaysia 

3. Cat is an example of a _____________. 
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SELF-CHECK 6.1 

List the crucial points in answering:

(a) True-false questions; 

(b) Multiple-choice questions; and 

(c) Fill in the blanks questions. 

6.4.2 Subjective Questions 

Subjective type questions are usually essay questions. Some learners like this 
type of questions because the answers are not definite. However, the questions 
can be quite difficult because there can be so many approaches to answering 
them. You have to be well-read and well-prepared to answer these questions. At 
OUM, the examination paper is divided into two parts, A and B, where Part B 
consists of subjective questions. The following is a partial example of questions in 
Section B of the „Principles of Instructional Technology‰ course examination 
paper which comprises six questions, only three of which need to be answered: 
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The following are some tips on answering subjective questions: 

 (a) Read the Instructions 
 Read the instructions carefully. You need to be clear on how many 

questions you need to answer. 

(b) Seek Clarification 
 After reading the question, if you are still not clear on a specific part of the 

question, do not be afraid to seek clarification. 

(c) Divide Your Time Wisely 
 Check the marks allocated for each of the questions and sub-questions. You 

might not want to write a whole page answer for a question worth only 
three marks. On the other hand, you might need to do substantial planning 
on a question worth 15 marks. Divide your time wisely. 

(d) Understand the Question 
 Be sure that you answer the question. Read the instructions in the question 

thoroughly. Misinterpreting the question can result in you giving the 
wrong answer. 

(e) Follow the Format 
 If the essay answer has a predetermined format, follow it or you might lose 

marks. Check with your tutor before the examination. 

(f) Provide an Outline and Jot Down Main Issues 
 Write a well-organised answer. To write a good essay, you first need to 

structure your essay so that it has an introduction, a body of content and a 
conclusion. Jot down the major points, ideas, keywords as well as 
supporting points in each of the parts of the essay. This is where you can 
use the mnemonic method, graph, mind map, etc. Write down any points 
that you can think of and try to relate them to the key idea. For example, if 
the topic is:  

 
„Discuss the Advantages of Open and Distance Learning‰, the following 
may be the key and sub-points: 

Key Points Sub-points 

Open distance learning Define/describe. 

Advantages Flexible learning, self-managed learning, education 
available to all compared to the traditional learning 
delivery, material used, mode of learning, attitude, 
human resource, etc. 

Learning Traditional mode of learning, new learning methods. 
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Start with a comprehensive introduction and end the essay with a good 
conclusion.  

Introduction Define open and distance learning (ODL) and explain the 
need for such a mode of learning. 

Body Explain how ODL is carried out. State the ODL versus 
traditional learning based on the following aspects: delivery, 
materials, mode of learning, attitude, human resource, etc. 
Explain how to improve ODL so that it can be accepted and 
the advantages of this mode of learning. 

Conclusion Based on the advantages, you may recommend that ODL be 
adopted by other universities, even traditional ones. 

(g) Neat Handwriting 
 Make sure that your handwriting is neat and legible. 

(h) One Paragraph for Each Point 
 Use one paragraph for discussing each new point. Each paragraph must 

have these: 

 Main point: This is the statement that emphasises and clearly explains 
the key idea. 

 Supporting point:  You need the next statement that can strengthen 
your key idea. The most common way to do this is by demonstrating or 
illustrating an example that can further corroborate the main point. 

(i) Do Not Answer Additional Questions 
 Some learners who have extra time tend to answer additional questions. By 

doing this, you will waste your time. Instead, it is better that you proofread 
the essay that you have written. Do not answer additional questions 
because in most cases, your examiner will just ignore them. 

(j) Proofread Your Answer 
 Proofread your answer before turning it in. There might be some minor 

mistakes that can be corrected. 
 

Table 6.2: Instruction Words Used in Essay Questions 

Instruction Words Meaning Sample Essay Questions 

Discuss • Write as much as you can. • Discuss test-taking skills. 

Describe • Write as much as you can. 

• Write about the subject so 
that it can be visualised.   

• Describe early Malaysian 
family life. 

• Describe a nutritious diet. 
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Explain • Write as much as you can. 

• Discuss reasons. 

• Explain democratisation. 

• Explain why Malaya entered 
World War II. 

Compare • Discuss similarities and 
differences. 

• Compare democracy and 
communism. 

Contrast • Discuss differences. • Contrast between 
democratisation and 
liberalisation. 

Criticise/Evaluate • Discuss the good and the 
bad points of the subject and 
conclude whether it is 
primarily good or bad. 

• Criticise the death sentence 
in criminal law.   

Justify • Discuss the good and the 
bad points of the subject and 
discuss why it is good or 
bad. 

• Justify the United State of 
AmericaÊs stand on the Iraq 
war.   

Diagram • Draw a picture and label its 
parts. 

• Provide a diagram on the 
parts of a human body. 

Illustrate • Draw a picture and label it. 

• Give long written example 
parts.   

• Illustrate the use of a 
handphone. 

Enumerate • Make a numbered list. • Enumerate good and bad 
eating habits. 

List • Make a numbered list. • List the good traits of an 
effective employer. 

Outline • Make a numbered or well- 
organised list. 

• Outline ethics in journalism. 

Summarise • Briefly state. • Summarise the 
accomplishments of 
MalaysiaÊs former Prime 
Minister, Tun Dr Mahathir 
Mohamad. 

Define 
Relate 

• Give the meaning. 

• Discuss the connection 
between/among topics. 

• Define psychopath. 

• Relate smoking with lifestyle.  

Trace • Discuss in logical or 
chronological order. 

• Trace the events that caused   
America to attack Iraq. 
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 ACTIVITY 6.3

Read the statement below. List down the main ideas, supporting points 
and conclusion. 
 
„Assessment methods in open and distance learning environments 
differ from those in traditional campus environments. Compare and 
contrast the assessment methods in the two learning environments.‰ 

 DOING THE ASSIGNMENT 6.5 

Assignments are an important part of university education. Doing assignments 
provides you a chance to exercise your skills at assessing evidence, developing 
and evaluating arguments, and expressing your views. At OUM, you will be 
required to do one assignment per course per semester. 
 
Some of the benefits of assignments are that they: 

 Promote active learning; 

 Allow you to express your own thoughts; and 

 Evaluate your level of understanding of the subject matter. 
 

In Topic 5, you are given guidelines on how to structure and write your 
assignments. 

6.5.1 Avoid Plagiarism 

Your assignment must be your own work. OUM will not tolerate plagiarism. 
Refer to section 6.8 for more information on ethics for assessment. 

6.5.2 Improve Your Assignment 

Try to improve your assignment whenever you can. After getting feedback via 
the Tutor Marked Assignment (TMA) form (see the sample in Appendix 6.1), 
take note of your tutorÊs comments and use the feedback to improve your next 
assignment. 
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 DOING THE TEST 6.6 

Tests will be administered at the end of the second and fourth tutorials in the 
long semester and at the end of the third tutorial in the short semester. 
Depending on the course, you might be given about two tests. The tests represent 
about 25% of the total grade of your course. The purpose of having tests is to test 
your understanding of a particular unit of study.  
 
The tests will be in any of the following forms: 

 True-False questions; 

 Multiple-choice questions; 

 Matching questions; and  

 Structured questions. 
 
Details on how to answer these types of questions are in section 6.4. 
 

 

ACTIVITY 6.4

Create an action plan on how you would excel in your quizzes.

 PARTICIPATING IN ONLINE DISCUSSIONS 6.7 

OUMÊs Learning Management System (MyLMS) enables you and your tutor to 
interact in a virtual classroom to share and discuss matters pertaining to your 
course in a flexible manner. MyVLE allows you to carry out various learning 
activities anywhere and anytime.  
 
Depending on the course, you will be given between 5 and 10% of the total grade 
for taking part in online discussions. 
 
In order to achieve good marks, you should: 

(a) Have access to myVLE  If you do not have access to it, consult your local 
administrator or OUMÊs Learner Services Centre. 

(b) Be familiar with myVLE  Share experiences with your coursemates and 
tutor, sign up for classes. 
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(c) Post good questions for discussions  you or your tutor can raise issues 
pertaining to the course as this will aid you in better understanding the 
course. 

(d) Participate in online discussions regularly  besides posting questions, you 
are also encouraged to discuss questions posted by your coursemates. 

 
Above all, you have to be positive about extending your learning beyond the four 
walls of the classroom and your module. Learning, as it is commonly said, is „an 
ongoing process and no one could stop it even if they wanted to. ‰  
 

Refer to Topic 2 for more information about LMS. 

 ETHICS 6.8 

What do you understand by the word ÂethicsÊ? Are these rules and regulations 
which you must follow or be punished? Or are these moral values? According to 
wordreference.com, ethics is:  
 

 
 

„The philosophical study of the moral value of human conduct and of the 
rules and principles that ought to govern it.‰ 

Based on the above definition, we can see that ethics is about moral decisions, 
which is based on a standard of conduct that indicates how one should behave 
based on moral duties and values. It is based on a personal decision, universally 
accepted values or ethical obligations determined by society.  
 
In the context of examinations, ethics refers to the set of 
values and standards that guides your actions, thoughts 
and words before or during the examination. Arguably, 
there are many different values pertaining to right or 
wrong behaviour during examinations. We will look at 
some universally accepted ethics related to examinations. 
These are as follows: 

 Copying the paper or work of another learner; 

 Permitting another learner to copy your work; 

 Possessing unauthorised notes, crib sheets, additional sources of information 
or other materials that are unauthorised by OUM; 
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 Taking or attempting to take an examination for another learner or getting 
someone to do likewise for you; 

 Altering or falsifying examination results; and 

 Using, obtaining or attempting to obtain by any means the whole or any part 
of an examination paper that has yet to be administered. 

6.8.1 Ethics in Writing Theses, Essays and Assignments 

Below are some guidelines for ethical conduct in writing theses, essays and 
assignments, retrieved from http://www.student.unsw.edu.au 

(a) Cite the published source (including, where relevant, the electronically 
published), to acknowledge the originator of ideas upon which you are 
building your work, and to acknowledge quotations by the use of quotation 
marks. 

(b) Refer to, or use unpublished scholarly materials only with the consent of 
the originator, and to acknowledge the source of the materials if that 
consent is given. 

(c) Refrain from plagiarism, which is the unacknowledged incorporation of 
anotherÊs work, into your work. 

(d) Ensure that the use of scholarly materials does not result in obstructing 
access by others, in particular, where such materials are held within the 
UniversityÊs library or research centre. 

(e) Faithfully represent the views of authors cited and do not misrepresent 
authorsÊ views either by partial or censored quotation, or by quotation out 
of context, or by misleading commentary. 

(f) Seek access only to scholarly materials to which you know you are entitled 
or authorised, and not to attempt to access such material to which you 
know you are not entitled or authorised (for example, by computer 
hacking). 

(g) Respect the rights of other authors and refrain from tampering with digital 
records (whether in text, image, sound, or other format) over which the 
originator has copyright and/or has asserted the moral rights of ownership. 

(h) Refrain from manipulating digital records (whether in text, image, sound or 
other format), whether in their original context or in a different context, so 
as to mislead their audience. 

 

 

http://www.student.unsw.edu.au/
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Read the scenarios below. Determine the ethical decision that you 
should make for each of the scenarios. Justify your answer. 

(a) You are tipped off by your friends that your tutor is selling 
examination papers for next weekÊs test. Should you go and get 
those papers from your tutors or report this to the Dean? 

(b) While surfing the Net, you come across an assignment which has a 
topic similar to the research that you are currently doing. Would 
you copy the whole assignment and represent it as your own idea 
or cite and include it as one of your references? 

(c) You find out that one of your friends brought notes into the 
examination hall during an examination. Should you report it to 
the examination invigilator or just ignore the act? 

(d) You know that your tutor never teaches in class. Instead, the tutor 
lets the learners do whatever they like and promises to give full 
marks for class participation and attendance. What would you do? 

ACTIVITY 6.5 

 
• The types of assessment that will be used to evaluate your performance are 

examinations, assignments, tests and online assessments. 

• Practise the suggested steps outlined in this module to prepare yourself for 
the assessments. 

• Be familiar with the various types of questions and the style by which to 
answer them. 

• Be guided by ethics in doing your assessments. 
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Abbreviation 

Acronym 

Assessment 

Continuous assessment 

Essay 

Mnemonics 

Objective type question 

Subjective type question 

Test 
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APPENDIX 6.1 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

In a traditional library where users use the card catalogue to retrieve library 
materials, information gathering is an easy process.  With the advent of ICT and 
the installation of computer systems at libraries, information gathering has 
become complex because users will now have to learn how to use the system first 
before being able to retrieve the information. This is why user education 
programmes such as this module is important, because no matter how 
sophisticated the electronic library system is or how valuable the library 
collections are, the library will not be used effectively. Soon the library will be a 
white elephant if the users cannot use the system to retrieve information.  
 
In such a situation where the users are not able to optimise the use of the library, 
learning then becomes inefficient because of the learnersÊ inability to gather 
information for their various learning activities. Since the quality of the learning 
depends on how well learners gather and process information for knowledge, 
learning the steps involved in information gathering (retrieve, gather, evaluate, 
select, organise and consolidate information) is important.  

TTooppiicc 

77  

 Information 
Gathering  
Process

LEARNING OUTCOMES 

By the end of this topic, you should be able to:

1. Identify six reasons why you need information; 

2. Describe the concept and three components of the TSDAS Digital 
Library; and 

3. Explain the five steps of information-gathering process as shown in the 
Information Trail. 
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To help you understand and apply these steps, we present the Information Trail 
which represents steps in the information-gathering process. These steps can be 
effectively applied in OUMÊs library called Tan Sri Dr. Abdullah Sanusi Digital 
Library (TSDAS) as explained in the following pages of this topic. 

 WHY DO YOU NEED INFORMATION? 7.1 

Identifying the reasons why you need information will help you be more focused 
in your coursework and assignments. It reflects a sense of purpose and planning 
on your part. As a learner at OUM, these reasons would probably be to: 

 Supplement and complement your course module; 

 Prepare for discussions in classroom and for online tutorials; 

 Produce assignments in the form of project papers, case studies, reports, etc.; 

 Prepare for oral and written examinations; 

 Expand your subject knowledge, and general knowledge, thus adding value 
to your learning; and 

 Satisfy your curiosity and fulÔl your need to discover knowledge. 
 
In order to become a successful learner, you not only need to perform well 
academically, but also need to be informed, creative, original and innovative in 
your thinking. 
 
Just imagine  in a class of 20 students, if all of you read the same five books 
prescribed by the tutor, all your assignments will contain information only from 
these five books. How boring it would be for your tutor to assess 20 project 
papers that are similar, if not identical in fact and form! Your tutor would 
probably grade your assignments with identical marks. However, if five of you 
were to read five extra books or articles, your assignments would be more 
original and informative than the other 15. Better still, if you alone read another 
five more books, your assignment would be the most original and informative.  
 
The information you have gathered from all the reading materials, however, must 
be creatively and innovatively applied to the assignment in hand, be it a project 
paper, discussion or examination. This will not only make your learning more 
productive but also enable you to develop into a discerning learner  able to 
apply and process information independently and not just passively accept what 
other people have written about. This must be kept in mind if you intend to be a 
better than average learner at OUM. 
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 WHERE TO GET INFORMATION? 7.2 

Information can be found anywhere  in formal ways, as in lectures, tutorials, 
books, newspapers, speeches, radio, TV, etc., as well as in informal ways as in 
conversations, gossip, personal notes and memos, hearsay, etc. 
This topic, however, will focus on the type of information that you can use for 
your learning  basically related to your coursework and assignments. 
 
Information explosion has resulted in a vast amount of information available in 
the world and ICT has made it accessible such that via the computer you can get 
information on demand. Information can be found in a variety of media (e.g. 
print, electronic, CD-ROM, audio-video) and formats (e.g. books, journals, novels, 
research reports, company reports, theses, conference papers, microform, 
websites) and scripts (e.g. Roman, Arabic, Chinese, Tamil)  ranging from the 
most uninformed of opinions to the most well-researched of facts.  
 
This tremendous output of information makes it difficult for you to trace and 
locate information that you read unless it is well organised into a system that 
makes retrieval easy and systematic. For this same reason, although information 
can be found in so many different places, the most convenient place for gathering 
information for the purpose of learning is the library.  
 
At OUM, we have a digital library that is equipped with some of the best 
information resources. The TSDAS Digital Library would be the best place to 
gather information because it not only provides linkages to other libraries within 
Malaysia and other parts of the world, it also provides a wide range of materials 
relevant to your courses. Last but not least, because it is a digital library, you can 
access the library collections and the systems without even setting foot in the 
library. Using the digital library therefore has advantages, especially for you as 
an OUM learner.  In using the OUM Digital Library, you would be able to 
develop and enhance two basic skills: 
 
(a) Information Retrieval Skills (IRS) 

 Locating and retrieving relevant information. 

 Evaluating and selecting information. 
 
(b) ICT Skills for Information Retrieval 
 To access the electronic collections of the TSDAS Digital Library as well as 

Internet, you would need to have some basic skills in ICT. Frequent use of 
the following databases will help develop these skills and equip you with 
lifelong Âlearning to learnÊ skills: 
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 Online Public Access Catalogue (OPAC); 

 Electronic databases (e-books and e-journals); and 

 Internet websites. 
 

 

Briefly explain six reasons why an OUM learner needs information. 

SELF-CHECK 7.1

 

 

 ACTIVITY 7.1

Think about the importance of information in your daily life. Select a 
day in your life and make a list of how you use information at home, 
at the ofÔce, etc. Write a reflection essay about it 

 USING THE TAN SRI DR ABDULLAH 
SANUSI (TSDAS) DIGITAL LIBRARY FOR 
INFORMATION GATHERING  

7.3 

OUMÊs Tan Sri Dr Abdullah Sanusi (TSDAS) digital library is meant to support 
teaching and learning via its collection of physical books and online databases 
that consist of e-books and e-journal. You will be further exposed to the 
components of TSDAS library in this subtopic. 

7.3.1 What is a Digital Library? 

A digital library provides a set of digital content and services which can be 
accessed via networked electronic systems. At this juncture, it is difficult to find 
libraries in Malaysia that are completely digital because most of them have print 
collections that are too valuable to discard or too expensive to digitise but the 
TSDAS Digital Library has a comprehensive selection of electronic books. 

7.3.2 Components of a Digital Library 

The TSDAS Digital Library comprises three main components as shown in Figure 7.1. 

(a) Technical infrastructure consisting of the hardware and software; 
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(b) Knowledge databases consisting of commercial and in-house databases; and 

(c) User education. 

 

TSDAS Digital Library

Knowledge Database User EducationTechnical Infrastructure

(i) Hardware
• HP server

(ii) Software
• Software - VIRTUA

(i) In-house Database
• OPAC

(ii) Commercial Databases
• E-Books

Ebrary, Books24x7,
InfoSecurityNetBase,
ITKnowledgeBase,
SpringerLink, InfoSci Books,
Mosby’s Nursing Consult,
Credo Reference, 
Gale Virtual Reference Library

• E-Journals
Ebsco, Emerald, ProQuest,
ACM Digital Library, OBHE
EdITLib, InfoTrace-OneFile, 
CINAHL, SpringerLink,
Mosby’s Nursing Consult

• E-Thesis
ProQuest Digital Dissertation

• E-News
NSTP E-Media, MediaBanc
BLIS

• E-Legal
LawNet

(i) Courses
• Learning Skills for Open 

and Distance Learners
• Basic Information Skills
• Advance Information 

Skills

 
Figure 7.1: Three components of TSDAS Digital Library 

 

 

Explain the three components of TSDAS Digital Library.

SELF-CHECK 7.2 

 THE INFORMATION TRAIL  7.4 
To start your assignment or research paper, we provide you with the following 
Information Trail as shown in Figure 7.2, which lists out the steps that you can 
take. 

Step 1. Identify and analyse the topic. 

Step 2. Identify the information resources and sources relevant to the topic.  
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Step 3. Apply appropriate search strategies to get maximum results, that is 
attaining most appropriate information material. 

Step 4. Evaluate and select the information relevant to the topic. 

Step 5. Present the relevant information as required by the topic in a written, 
PowerPoint  or oral format. 

IDENTIFY TOPIC OF ASSIGNMENT

SEARCHING FOR INFORMATION

Identifying main topic & subtopics

(i) Recognising information 
resources (books, journals, 
conference papers, theses, 
websites, etc.)

(ii) Recognising information sources 
(bibliographic and knowledge 
databases)

• OPAC
• Electronic databases
• Internet

SEARCH STRATEGIES

ICT SKILLS
(i) Knowing your PC
(ii) Understanding basic ICT 

concepts

OPACPrinted materials

Electronic Books

Electronic Journals

Websites

EVALUATION & SELECTION

PRESENTATION

1

2

3

4

5

Ebrary, Books24x7, SpringerLink, 
InfoSecurityNetBase, InfoSci Books
ITKnowledgeBase, Mosby’s Nursing Consult, 
Mosby’s Nursing Consult, Credo Reference, Gale 
Virtual Reference Library

Ebsco, Emerald, ProQuest, CINAHL, 
ACM Digital Library, SpringerLink, 
EdITLib, OBHE, InfoTrace-OneFile, 
Mosby’s Nursing Consult

Internet

 

Figure 7.2: The OUM Information Trail 
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Illustrate how will you use the Information Trail to search for 
information to complete your assignment. Your assignment topic is 
ÂLifelong Learning begins in school. Discuss. 

ACTIVITY 7.2

7.4.1 Identifying and Analysing Topic of Assignment 

In identifying the topic of assignment, ask yourself what the issues and sub-
issues are. An assignment topic is given here. Use this topic to guide you 
systematically through the Information Trail. 
 
Topic: 

 
 

Online marketing will help to make the company more competitive than 
traditional marketing. Discuss the topic in the context of the globalisation of 
business. 

The following have been identified as the main topic and subtopics. 

 Main Topic Online Marketing 
 Subtopics Subtopic 1: Traditional Marketing 
   Subtopic 2: Globalisation of Business 
   Subtopic 3: Competition in Business 
 
Once this is done, you can move on to the next step, that is, recognising information.   

7.4.2 Recognising Information  

There are two things that you will be concerned with here: 

• Recognising Information Resources; and 

• Recognising Information Sources. 
 
(a) Recognising Information Resources 
 In this section, you will be taught the different types of resources and how 

to recognise them.  

(i) Types of Information Resources 
 There are different types of information resources that you need to 

read in order to gather information for your assignment. They are: 
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• Books; 

• Journal articles; 

• Chapters in a book; 

• Conference papers; and 

• Websites. 

 
Basically, these information resources can be found in both printed 
and digital format. However, do you know one from the other? Look 
very carefully at Table 7.1 and identify the differences and similarities 
in Information Resources found in printed and electronic format. We 
suggest you to do Activity 7.3 and write your answers in the blank 
spaces provided. 
 

(b)    Recognising Information Sources 

(i) Commercial Electronic Databases 
 The following are commercial electronic databases. They are divided 

into e-books and e-journals.  These databases are frequently updated. 
 

 

 ACTIVITY 7.3

List how you would differentiate between a printed book and an 
electronic book. Refer to Table 7.1.  

 
Table 7.1: Example of a Well-Cited Reading List 

Book 
(electronic 
format) 

1. Allen, C., Kania, D., & Yaeckel, B. (Eds.). (2001). One-to-one 
web-marketing: Build a relationship marketing strategy one 
customer at a time (2nd ed.). New York: John Wiley. In Ebrary 
(OUM Digital Collection). 

Book 
(printed 
format) 

2. Haig, M. (2001). The B2B e-commerce handbook: How to 
transform your business-to-business global marketing strategy. 
London: Kogan Page. 

Article in 
journal 
(electronic 
format) 

3. Kargoankar, P., & Wolin, L. D. (2002). Web usage, advertising 
and shopping: Relationship patterns. Internet Research: 
Electronic Networking and Policy, 12(2), 191-204. In Emerald 
(OUM Digital Collection). 
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Chapter in a 
book 
(electronic 
format) 

4. Kuegler, T. J., Jr. (2002). Web advertising: Banners and beyond; 
Chapter 12 in T. J. Kuegler, Jr. (Ed.), Web advertising and 
marketing (3rd ed.). Boston, Mass.: Premier Press. In Books24x7 
(OUM Digital Collection) 

Chapter in a 
book 
(printed 
format) 

5. Cruise, J. T., & Shaharuddin Salleh. (1999). Video: Effective use 
in creating learning material. In J. L. Hunters & M. K. Brown 
(Eds.), Multimedia: Applications and implications (2nd ed., pp. 
98-104). Kuala Lumpur: Pelangi Press. 

Conference 
paper 
(electronic 
format) 

6. Wedde, H., & Lisehka, M. (2001, May). Modular authorization. 
Paper presented at the 6th ACM Symposium on Access Control 
Models and Technologies; proceedings. In ACM (OUM Digital 
Collection).  

(c) Recognising Information Sources  
 At the TSDAS Digital Library, the information sources are actually 

databases that contain bibliographic citations of information resources or 
full-text books or articles of journals. The databases can either be locally 
developed as in OPAC or commercially subscribed. At the TSDAS Digital 
Library, the databases are as specified below: 

(i) Local Databases 
 The following is a locally developed database: 

 OPAC 

(ii) Commercial Electronic Databases 
 The following are commercial electronic databases. They are divided 

into e-books and e-journals. These databases are frequently updated. 
Example of e-books databases are Ebrary, Books24x7 and X referplus 
(refer to Table 7.2.). The databases are frequently updated. 

 
Table 7.2:  Commercial Electronic Databases for Books 

DATABASES COVERAGE 

Books24x7 Business, Finance as well as IT and Technical 

Credo Reference Reference material such as general dictionaries, encyclopaedia, etc. 

Multidiscipline (Business, Economics, Computer Science, 
History, Science and Technology, Language and Literature, 
Education, Medicine, Philosophy, etc.) 

Ebrary 

Gale Virtual 
Reference Library 

Encyclopaedias and specialised reference sources on topics such 
as small business, fashion, cultures, medicine, science, poets and 
more. 
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Multidiscipline (Business Management, Electronic Commerce, 
Computer Science, Education, Social Science and Technology, 
Environment, etc.) 

InfoSci-Books 

InfoSecurityNetBase Information Security 

Information System Management, Information System Security, 
Data Management, E-Commerce, Computer, Applications, etc. 

ITKnowledgeBase 

MosbyÊs Nursing 
Consults 

Drug information, patient education, nursing news, clinical 
practice guidelines and evidence-based practice. 

Multidiscipline (Business, Economics, Computer Science, 
History, Science, Technology, Language and Literature, 
Education, Medicine, Philosophy, etc.) 

SpringerLink 

 
Table 7.3:  Commercial Electronic Databases for Journals 

DATABASES COVERAGE 

ACM Digital Library Computer Science, Mathematics and Engineering 

CINAHL Database Nursing and Allied Health 

Ebsco 

• Academic Source Premier 

• Business Source Premier 

• Business Source Complete 

• Regional Business News 

Business, Management, Finance, Accounting, 
International Economics, etc. 

Ebsco 

• Communication and Mass 
Media 

Humanities, Social sciences 

Ebsco 

• ERIC 
Education 

EdITLib Educational Technology and E-Learning. 

Marketing, HR and Organisational Development, 
Library and Information Management, Quality 
and Operations Management, etc. 

Emerald 

InformaWorld Open and Distance Learning 

InfoTrac OneFile Multidiscipline 
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OBHE (The Observatory on 
Borderless Higher Education) 

Higher Education 

ProQuest 

• Education Journals 

• ERIC 

Education 

Drug information, patient education, nursing 
news, clinical practice guidelines, and evidence-
based practice. 

MosbyÊs Nursing Consults 

SpringerLink Multidiscipline 

 
Table 7.4:  Commercial Electronic Databases for Other Materials 

Databases Coverage 

ProQuest Digital 
Dissertation 

Theses and dissertations on all subjects 

NSTP E-Media News archive from New Straits Times Press newspaper 
publications 

MediaBanc Local selected newspapers and magazines 

BLIS A database from Bernama providing news articles on 
MalaysiaÊs markets, economies, industries and 
personalities 

LawNet Authoritative text of the Malaysian laws 

7.4.3 Search Strategies for Information Retrieval 

Now that you have identified the resource and the source of your information, 
how would you search for that particular resource from your source? 
 
The first step in any search for information is to determine whether it is to search 
the OPAC or any of the e-book or e-journal databases. To do that, you need to 
know about search strategies. 
 
(a) What is a Search Strategy? 
 A search strategy is the 'action plan' for retrieving information. A proper 

search strategy will save time and allow relevant information from various 
resources to be retrieved from its sources. 
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A search strategy is critical to information retrieval because it: 

 Requires you to analyse your topic; 

 Helps you to identify what information is needed and how to find it; and 

 Helps you to find the most relevant information. 
 
(b) Types of Search Strategies 
 
 There are basically four types of search strategies (see also Figure 7.3): 

• Author Search; 

• Title Search; 

• Subject Search; and 

• Keyword Search. 

 
You will use the four types of search strategies to search for information in 
the databases i.e. OPAC, e-books or e-journals databases. 
 

 

Figure 7.3: Four types of 
search strategies 

  
(i) Author Search 
 If you know the name of the author, search under the name of author 

using the guide below for personal or corporate authors. 
 
Guide 1: Personal Authors 

    Search For 

Western name → Roland S. Barth → BARTH, Roland S. 

Chinese name → Khoo Boo Teik → KHOO, Boo Teik 
→ Francis Loh Kok 

Wah 
 

→ LOH, Kok Wah 
Francis 
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Malay name → Ahmad Ibrahim → AHMAD Ibrahim 
 → Nik Rahimah Nik 

Yaacob 
→ NIK Rahimah Nik 

Yaacob 
 → Tan Sri Abdullah 

Sanusi Ahmad 
→ ABDULLAH Sanusi 

Ahmad Tan Sri 

Indian name → Ramon V. 
Navaratnam P. 
Sellapan 

 NAVARATNAM, 
Ramon 
SELLAPAN, P. 

Sikh name → Abtar Kaur → ABTAR Kaur 
 → Harjeet Singh → HARJEET Singh 
 → Devindar Kaur Chall → CHALL, Devindar 

Kaur 
 

Guide 2: Corporate Authors 

  Search For 
Dept. of Statistics, Malaysia → MALAYSIA. Department of 

Statistics 
University of Malaya → UNIVERSITI Malaya 
Bank Negara Malaysia → BANK Negara Malaysia 
Malaysian Institute of 
Management 

→ MALAYSIAN Institute of 
Management  

Malaysian Institute of 
Strategic and International 
Studies 

→ INSTITUTE of Strategic and 
International Studies (Malaysia) 

 
(ii) Title Search 

Title search is mainly used when you know the title of the book or 
journal. 

 
(iii) Subject Search 

Subject search is conducted when you do not have information on 
author or title but you only know the subject. 

 
(iv) Keyword Search 

Keyword search is the most efficient search strategy when you are not 
searching for specific items. This strategy is particularly useful for 
searching electronic databases and the Internet i.e. searching 
information for your assignment. Please refer to Example 7.1 for 
details on how to use keyword in searching for information. 
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Example 7.1:  Steps in Formulating the Keyword Search Strategy 

 

1. Understand Assignment Topic  
− Understand your assignment topic and the focus of the topic. 
− Identify the difficult words and phrases used. Use dictionaries and 

encyclopaedias to explain and understand the topic.  

2. Formulate/Construct a Research Statement 
− Summaries the topic into a short statement of problem with a focus on 

the main concepts only. 
 

Assignment Topic 
Online marketing will help to make the company more competitive than 
traditional marketing. Discuss the topic in the context of globalisation of 
business. 

 
Statement of problem: The competitiveness of online marketing 

3. Analyse to Identify the Main Ideas that Make Up the Topic 

 (a) Break up the question into key concepts. The main topic can be further 
divided into several subtopics. For instance, the statement of problem 
can be divided into two subtopics as underlined below: 

          The competitiveness of online marketing 

(b) Identify keywords for each concept/subtopic: 

(i) Develop a list of search terms and words related to each subtopic. 

(ii) Use encyclopaedias or thesaurus to get the related terms and 
synonyms to use in the search. 

(iii) Use broader or narrower terms or scientific terms to achieve better 
results. 

 

Internet Marketing Competitiveness 

Online marketing 
Web marketing 

e-marketing 
e-commerce-advertising 

e-business 
Mail delivery 

Advantages 
Competitiveness 

Edge 
Business strategy 

Benefits 
Profits 

 

The main concepts are usually nouns rather than adverbs or adjectives. 
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4. Select and Combine the keywords with Boolean connectors  
A Boolean connector helps to narrow down or broaden your search and give a 
more accurate search by combining keywords, phrases or terms. The most 
common Boolean connectors are AND, OR and NOT. Use the Boolean 
connectors AND, OR and NOT to combine search terms for better results. 

 

It may not be necessary to use all the Boolean connectors in one search 
statement. Only use the best connectors for each search. 

 
(a) Boolean Connector AND 

Boolean Connector ÂANDÊ is used to combine more than one keyword.  
For example, if you want information on marketing and the Internet, 
you will use ÂANDÊ. Using the Boolean ÂANDÊ will eliminate all the 
general information on marketing and will narrow down your search to 
select only information on Internet marketing. Figure 7.4 gives you a 
clearer picture of the use of this Boolean connector. 

 

Figure 7.4: The use of Boolean 
connector ÂANDÊ 

 
(b) Boolean Connector OR 

When your search result is too little or you want to find additional 
articles or books, use the Boolean connector OR to connect the synonyms 
of the keywords. This will broaden your search and increase the amount 
of information you find. The Boolean connector OR allows for search 
within the same concept but with different words. Use brackets when 
using the Boolean connector OR in the search statement. 
For example, you want to search e-business and also e-commerce. Use 
ÂORÊ to increase your search result (refer to Figure 7.5). 

Figure 7.5: The use of Boolean 
connector ÂORÊ 
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(c) Boolean Connector NOT
The Boolean connector NOT also narrows the search. It is used to 
exclude certain aspects from the search result, that is when a particular 
keyword is not required. Use brackets to group words under the same 
concept. The Boolean connector NOT finds records with the first 
keyword and eliminates records containing the second keyword. For 
example, you are only interested in searches related to marketing. This 
will retrieve information on marketing on the web excluding details 
about retailing aspects (see the end result of the search in Figure 7.6). 

 

 

Figure 7.6: The use of Boolean 
connector ÂNOTÊ 

 
In summary, the Boolean connectors perform the following functions  
(please refer to Table 7.5): 
 

Table 7.5 : Functions of Boolean Connectors 

Search Results 

marketing AND internet Requires ALL the words to be present in the 
results. Use AND for different concepts. 

e-business OR e-commerce ANY of these words can be present in the 
results. Use OR for synonyms. 

EXCLUDES the documents with word 
ÂretailingÊ from the results. 

marketing NOT retailing 

 
Below is an example of a search statement combining different Boolean 
connectors: 

(i) marketing AND (e-business OR e-commerce); and 

(ii) internet AND (marketing NOT retailing). 
 

5. Use Mathematical Operator 
Some databases allow the use of Boolean operator words or mathematical 
operator symbols plus (+) and the minus symbol ( ). 

marketing + internet Similar to AND in Boolean. It requires all the words 
to be found in the results. 

marketing  retailing As in the function NOT in Boolean operator. It 
excludes retailing from the results on marketing. 
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 Topic 8 will further take you through on how you can apply the search strategies 
discussed here, for the in-house (i.e. OPAC) and commercial databases (i.e. e-
books and e-journals) at the TSDAS Digital Library as well as on the Internet to 
retrieve information. 
 
How would you know that the information you have retrieved is relevant to you? 
Learn more in Topic 9. 
 
Finally, the ways to present relevant information, was discussed in Topic 5. Refer 
to the topic to refresh your memory on presenting information. 
 

If you want a demonstration of how Boolean connectors are useful in searching 
for information, visit: http://www.waikato.ac.nz/library/learning/wise/ 
Module2/index10.shtml 

 
• You need information in learning and doing your assignments.  

• At OUM, you have the TSDAS Digital Library with the best resources 
available to help you gather and search for information using the various 
search strategies.  

• Steps 3, 4 and 5 of the Information Trail are discussed in detail in topics 8, 9 
and 5. 

• The Information Trail helps you to get accurate information on the 
assignment topic. 

• Information resources include books, journals, conference papers and 
websites. 

• Information sources are databases with bibliographic citations. 

• The TSDAS Digital Library in OUM provides students with electronic 
databases which contain e-books, online journals, theses and etc. 

• There are four types of search strategies  by author, title, subject and 
keyword. 
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Boolean Connector 

Digital Library 

E-book 

E-journal 

Electronic databases 

Online Public Access Catalogue (OPAC) 

Resources 

Search strategy 

Source 

 

 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

As a learner at OUM, you must develop important skills in information retrieval 
to get information in the most efficient and effective way. It is part of Step 3 of the 
Information Trail in Topic 7. As such, this topic will emphasise three crucial 
skills, which are: searching OPAC, searching electronic databases and searching 
for information on the Internet. 

 SEARCHING OPAC 

OPAC or Online Public Access Catalogue is an electronic or online catalogue for 
materials available in a library.  All printed and audio-visual materials available 
for use in the TSDAS Digital Library are recorded and searchable through OPAC. 
Knowing how to search the OPAC is important in order to locate these materials. 
 

8.1 

TTooppiicc 

8
Skills in  
Information  
Retrieval

 

8  

By the end of this topic, you should be able to:

1. Identify the various information sources i.e. OPAC, electronic
databases and the Internet; 

2. Apply the author, title, author-title, subject and keyword search 
strategies systematically; and 

3. Apply search strategies to the following databases: OPAC, e-book 
and e-journal.  

LEARNING OUTCOMES 
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8.1.1 OPAC Search Strategies 

Using search strategies in OPAC would mean you are able to get the records of 
materials in the library with minimum effort and time. These search strategies 
can also be used in searching other electronic library catalogues.  
 
The following processes are involved in doing an OPAC search after you have 
logged in at the OUM portal: 

STEP 1: Click the ÂLibraryÊ icon on the LMS menu bar to go to the Library 
portal. Click on the Home icon on the Library menu bar to get the 
search screen. 

STEP 2: Type the search term in the search box  either the authorÊs name, title 
of the material, subject or keyword. Select the correct search type  
Author, Title, Subject or Keyword Search. Press <Enter> to execute the 
search. 

STEP 3: Scan the bibliographic records for relevant materials. Click or select 
the item that you need.  

STEP 4: Obtain the Call Number from the item record displayed. 

STEP 5: Locate the item on the shelves based on the Call Number (Refer to 
Figure 8.1 for the search process) 

 

OPAC

SEARCH STRATEGIES

SCAN BIBLIOGRAPHIC RECORDS

OBTAIN CALL NUMBER

LOCATE ITEM AT SHELVES

AUTHOR TITLE SUBJECT KEYWORD

 
Figure 8.1: Processes involved in searching for resources using OPAC 
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(a) Search Strategies 
As has been discussed in Topic 7, there are four types of searches, i.e. 
Author, Title, Subject and Keyword search. You may also refer to the search 
guides available at the Library portal for a detailed step-by-step OPAC 
guide.  

 
To do an author search, we will take you through a search for a particular 
book as shown below: 

 
Bringing new technology to market by Kathleen R. Allen 

 
The author of the above book is Kathleen R. Allen. Follow these steps as 
shown below to search using the authorÊs name: 

Step 1:  Go to the OUM portal at www.oum.edu.my. Key in your 
username and password. 

Step 2:  Click on the Library icon (see Figure 8.2), you will get into the 
TSDAS Digital Library portal. 

 

 
 Figure 8.2: Click Library icon to open the Library portal 

Step 3:  On the menu bar, you will see ÂHomeÊ (see Figure 8.3). Click on it 
to open the Search Screen. 
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Step 4:  Type the authorÊs name according to the authorsÊ rule. Since 
Kathleen R. Allen is a Western name, the search is done using the 
surname  Allen, followed by Kathleen. Select Author from the 
Search Type list (see Figure 8.4). 

 

 
Figure 8.3:  Click on the ÂHomeÊ icon on the menu bar  

 

 
Figure 8.4:  Type the surname Allen, followed by Kathleen. 

Select ÂAuthorÊ from the Search Type list  
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Steps 5:  Click the ÂSearchÊ button or press the <Enter> key to execute the 
search. 

Steps 6: The Search Results screen will appear as in Figure 8.5.  
 

 
Figure 8.5:  Once the item is found, obtain the Call Number to locate the book 

on the shelf  
 

Steps 7:  Scan the bibliographic records for the required item. A 
bibliographic record contains the information related to the book 
such as the author, title, publication, call number, etc. 

Steps 9:  For this exercise, the item needed is record number 1. To retrieve 
the book, obtain the Call Number  HF5415 All (see Figure 8.5). 

Steps 10:  Use the Call Number to locate the book from the shelf in the 
Library and borrow it. 

 
(i) Title Search  

Title search is searching using the title of an item. Take the following 
title as an example to do a title search:  
 

 
 

The ASTD e-learning Handbook
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Follow the steps below to search using the title: 
 
Steps 

1. At the Library portal, click ÂHomeÊ from the menu bar to open 
the search screen. 

2. Type the title of the item „ASTD e-learning handbook‰ 
(excluding the word „the‰).  Type in as much of the beginning of 
the title as possible.  For longer title, type as much as five to six 
words from the title. Select Title from the Search Type list (see 
Figure 8.6). 

3. Click the ÂSearchÊ button or press the <Enter> key to execute the 
search. 

4. The Search Results screen will appear as in Figure 8.7.  

5. Check details of the item, and note down the Call Number  
HF5549.5 T7Ros (see Figure 8.7). 

6. Locate the item on the shelf in the library. 
 

 
Figure 8.6:  Type the title of the item accurately and  

select Title from the Search Type list  
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Figure 8.7:  Full bibliographic record of the item titled „The ASTD e-learning 

handbook‰ by Allison Rossett  
 

(ii) Subject Search 
In subject search, you focus on major headings such as accounts, 
mathematics, civil engineering, information system, etc. For example, 
to search for the subject „Internet marketing‰, follow these steps.  
 
Steps 

1. At the Library portal, click ÂHomeÊ from the menu bar to open 
the search screen. 

2. Type the subject „Internet marketing‰ in the search box. Select 
ÂSubjectÊ from the Search Type list (see Figure 8.8). 

3. Click the ÂSearchÊ button or press the <Enter> key to execute the 
search. 

4. The Search Results screen will appear as in Figure 8.9.  

5. Scan the bibliographic records for relevant items.  

6. Check details of the items, and note down the bibliographic 
information.  

7. Obtain the Call Number of selected items and look for them on 
the shelves.  
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Figure 8.8:  Type the subject required. Select ÂSubjectÊ from the ÂSearch TypeÊ list 

  

 
Figure 8.9:  Full bibliographic record of items on „internet marketing‰   
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 (iii) Keyword Search 
If you cannot search under author, title or subject headings, use the 
ÂKeyword SearchÊ. ÂKeyword SearchÊ allows you the freedom of using 
terms that you are familiar with, through a free vocabulary. Using the 
keyword search, any word that you type in will be matched with the 
same word found in the author statement, title as well as subject 
headings.  
 
The keyword search is therefore dependent on your search strategy 
because if the terms you use are too broad or general, such as 
„marketing‰, you may end up with thousands of titles. To ensure that 
you retrieve more specific records on „web marketing‰, you have to 
restrict your search terms to more specific keywords such as 
„electronic commerce‰ (780 hits), „marketing strategies‰ (70 hits) or 
„web marketing‰ (51 hits). On the other hand, if your search terms are 
too narrow, you might retrieve lesser number of records.  
 
It is only with constant practice that your search skills can be 
improved. The adage „practice makes perfect‰ is certainly applicable 
to keyword search.  Below are the steps to keyword search:  
 
Steps 

1. At the Library portal, click ÂHomeÊ from the menu bar to open 
the search screen. 

2. Type the subject „web marketing‰ in the search box. Select 
ÂKeyword SearchÊ from the ÂSearch TypeÊ list (see Figure 8.10). 

3. Click the ÂSearchÊ button or press <Enter> key to execute the 
search. 

4. The Search Results screen will appear as in Figure 8.11.  

5. Scan the bibliographic records for relevant items.  

6. Check details of the items, and note down the bibliographic 
information.  

7. Obtain the Call Number of selected items and look for them on 
the shelves.  
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Figure 8.10:  Type the keyword required. Select ÂKeyword SearchÊ from the 

ÂSearch TypeÊ list  
 

 
Figure 8.11:  Full bibliographic record of items on „web marketing‰   
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 SEARCHING ELECTRONIC DATABASES 8.2 

 
 

What do you think is the difference between searching for information via 
OPAC and searching for information using electronic databases? 

Electronic databases are organised collections of information which can be 
searched via the computer using an electronic networked system. Each item in a 
database is called a record. There are several types of databases and the main 
ones available in libraries are: 
 
(a) Bibliographic databases which provide basic bibliographic information of 

the items that have been catalogued or indexed. Bibliographic databases 
contain citations of the items (such as author, title, year of publication, date 
of publication and publishers, and several may contain abstracts and 
descriptions of the items). An example of a bibliographic database is the 
OPAC of the OUM Digital Library.  

 
(b) Full-text databases which provide bibliographic records of books, journal 

articles, reports, book reviews, conference papers, etc. as well as the full 
texts of the items. 
 
In the TSDAS Digital Library, most of the databases subscribed are full-text 
databases such as Ebrary, Books24x7 and SpringerLink. Other databases 
include journal articles, theses and newspapers. Examples of these are 
EbscoHost, Emerald, ProQuest, NSTP e-Media and BLIS.  
 
The following sections will take you through on how to search for e-books 
and e-journals.  

8.2.1 Searching for Digital Books (e-books) 

Digital books are electronic books. The popularly known as e-books, in digital 
format and accessible online. TSDAS Digital Library subscribes to several e-books 
databases such as Ebrary, Books24x7, InfoSecurityNetBase, ITKnowledgeBase, 
SpringerLink, InfoSci Books and MosbyÊs Nursing Consult. The following is a 
brief example to using an e-books database. However, detailed search guides are 
made available at the Library portal for your reference.  
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(a) Searching Ebrary 
To conduct a search for a full-text e-books database, we will use Ebrary as 
an example. Please bear in mind that similar search strategies can be used 
for other electronic databases. An important tip here is that the easiest 
search would be to use keyword search if you have a topic in hand. To 
search Ebrary, follow these steps: 
 
Steps 

1. At the Library portal, there is a section on the left column titled Âi-
ToolsÊ. Click on the link ÂDigital Collection‰ underneath the title (see 
Figure 8.12).  

2. A list of electronic databases will be displayed.  Browse the list and 
click on ÂEbrary Electronic BooksÊ to start accessing the database 
(Figure 8.13). 

3. You will be prompted with an access screen. Choose ÂOn Campus 
AccessÊ if you are accessing from within OUM Main Campus, Kuala 
Lumpur. Otherwise, choose ÂOff Campus AccessÊ if you are accessing 
from anywhere else.  

4. A new window will open enabling you to start using Ebrary (see 
Figure 8.14). 

 

 
Figure 8.12:  Click on the ÂDigital CollectionsÊ link to retrieve the list of electronic 

databases 
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Figure 8.13:  Click on ÂEbrary Electronic BooksÊ to start accessing the database 

 

 
Figure 8.14:  The main search page for Ebrary  
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Now we will take you through author, title, subject and keyword search for 
Ebrary. Below is an example of a book you need to search. 
 

 
 

3G Marketing on the Internet: Third Generation Internet Marketing 
Strategies for Online Success by Susan Sweeney, Andy MacLellan & Ed 
Dorey. 

(a) Author Search 
 

Steps 

(i) To start author search, click on the ÂSearchÊ tab and you will get 
the search screen (see Figure 8.15). 

(ii) Type the authorÊs name „Sweeney‰ and select ÂAuthorÊ from the 
ÂSearch InÊ box. Click the ÂSearch EbraryÊ button. 

(iii) Select the required book from the record hits (see Figure 8.16). 

(iv) To display the book, click on the ÂtitleÊ or the book image.  

 

 
Figure 8.15:  Click on the ÂSearchÊ tab to get this screen  

 

 



 TOPIC 8 SKILLS IN INFORMATION RETRIEVAL 
 
186 

 
Figure 8.16:  List of items found under ÂAuthor SearchÊ for Sweeney 

 
(b) Title Search 

 
Steps 

(i) Click on the ÂSearchÊ tab to get the search screen. 

(ii) Type any keywords in the title of the book, for example „Internet 
marketing‰ and select ÂTitleÊ from the Search In box (see Figure 
8.17). Click the ÂSearch EbraryÊ button. 

(iii) Select the required book from the record hits (see Figure 8.18). 

(iv) To display the book, click on the title or the book image.  
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Figure 8.17:  Click on the ÂSearchÊ tab to get this screen. Type any words from 

the title and select ÂTitleÊ 
 

 
Figure 8.18:  List of items found under ÂTitle SearchÊ for „internet marketing‰ 
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(c) Subject Search 
 
Steps 

(i) Click on the ÂSearchÊ tab to get the search screen. 

(ii) Type the subject of an item, for example „Internet marketing‰ 
and select ÂSubjectÊ from the ÂSearch InÊ box (see Figure 8.19). 
Click the ÂSearch EbraryÊ button. 

(iii) Select the required book from the record hits (see Figure 8.20). 

(iv) To display the book, click on the title or the book image.  
 

 
Figure 8.19:  Click on the ÂSearchÊ tab to get this screen. Type the subject of 

the item and select ÂSubjectÊ 
 

 



 TOPIC 8 SKILLS IN INFORMATION RETRIEVAL  
 

189 

 
Figure 8.20:  List of items found under ÂSubject SearchÊ for „internet 

marketing‰ 
 

(d) Keyword Search 
 
Steps 

(i) Click on the ÂInfoÊ tab to get the basic search screen. 

(ii) Type the keywords, for example „Internet marketing‰ and click 
the ÂSearch EbraryÊ button (see Figure 8.21). 

(iii) Select the required book from the record hits (see Figure 8.22). 

(iv) To display the book, click on the title or the book image.  
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Figure 8.21:  Click on the ÂInfoÊ tab to get this screen and type the needed 

keywords 
 

 
Figure 8.22:  List of items found under ÂKeyword SearchÊ for „internet 

marketing‰ 

 



 TOPIC 8 SKILLS IN INFORMATION RETRIEVAL  
 

191 

8.2.2 Reading an Electronic Book 

Reading an electronic book is different from reading a printed book. One way to 
read the electronic book would be to view the ÂTable of ContentsÊ (see Figure 
8.23). Here, simply select the topics you would like to read (see Figure 8.24). Once 
a particular topic is selected, you can use the tools on the menu bar to read the 
book (see Figure 8.25).  
 

 
Figure 8.23:  Click on the ÂShow Table of ContentsÊ button to view the table of content 

 

 
Figure 8.24:  Click on any chapter for the full-text. Chapters in bold contain more 

information on the keyword searched 

 



 TOPIC 8 SKILLS IN INFORMATION RETRIEVAL 
 
192 

 
Figure 8.25:  Chapter 3 of the book selected from the ÂTable of ContentsÊ 

8.2.3 Searching for Digital Journals (e-journals) 

Digital journals or known as e-journals are journals found in electronic format 
and are accessible online. There are several databases available in the TSDAS 
Digital Library such as EbscoHost, Emerald, ProQuest, InfoTrac, SpringerLink, 
CINAHL, OBHE, EdITLib, etc.  
 
Searching EbscoHost 
EbscoHost is one of the online journal databases provided by TSDAS Digital 
Library covering subjects in social sciences, economics, management, finance, etc. 
Search strategies as applied in Ebrary may also be used in searching EbscoHost.  
The following is an example using Keyword search for EbscoHost: 
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(i) Keyword Search 
 
Steps 

1. At the Library portal, get access to EbscoHost through the ÂDigital 
CollectionÊ link.  

2. A new window will open enabling you to start using EbscoHost (see 
Figure 8.26). 

3. Select the relevant database, for example Business Source Premier. 

4. Type the keyword „web marketing‰ in the search box and select ÂTX 
All TextÊ from the search type box (see Figure 8.27). 

5. Browse through the record hits for relevant articles.  

6. Select articles to read, save or print from the list of articles found (see 
Figure 8.28). 

7. You may need to install Adobe Acrobat Reader to enable you to view 
the PDF full-text.  

 

 
Figure 8.26: EbscoHost main page. Select the relevant database 
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Figure 8.27: Type the keyword and select appropriate search type 

 

 
Figure 8.28:  List of articles from the Keyword search 
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(ii) Title Search 
 To search for the article: Larry Bodine. How to Make Friends with 
Reporters and Influence the Press. Journal of Tax Practice Management, 
Nov/Dec2003, Vol. 2 Issue 6, p33-36, follow the steps below: 

 
Step 1: Type the title of the article „How to Make Friends with Reporters 

and Influence the Press‰ and select ÂTI TitleÊ for search type (see 
Figure 8. 29). 

 

 
Figure 8.29: Steps in entering title of article 

 
Step 2:  The bibliographic details of the article will appear. Click on the 

 title to get the full text (see Figure 8.30). 
 

 

Figure 8.30: Title search results 
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 SEARCHING FOR INFORMATION ON THE 
INTERNET  

8.3 

In searching for information on the internet, you need to apply certain search 
strategies by using different tools. This subtopic will take you further on the 
journey of searching for info on the internet. 

8.3.1 Search Strategy 

The information on the Internet is not like in a library where all items are 
identified and can be traced by the catalogues and indexes. The web has been 
compared to a library where all the books are pulled out from the shelves and 
thrown in a heap on the floor. There are millions of files on the web. Any one can 
publish on the Internet. There is no control or filtering of the information 
published. Searching the web therefore is a challenge and you need to develop a 
search strategy. 
 
How to Find Information on the Internet? 
Although information is not formally organised in a logical way with a central 
index to make searching easy, it is not totally disorganised. In searching for 
information on the web, you do not try to retrieve all the relevant documents on a 
topic of interest, but select a few key and relevant documents. 
 
There are a number of search tools to search for information on the Internet. 
Doing the same search using different tools can give you very different results. It 
is thus important to understand the differences among the search tools. 

8.3.2 Internet Search Tools 

• Search Engines. Conduct searches using a single search engine e.g. Google. 

• Meta Search Engines. Submit a search across many single search engines at 
the same time. e.g. Mamma or Dogpile. 

• Subject Directories/Subject Gateways. In subject directories, websites are 
organised into a hierarchy of categories with each category containing links to 
sub categories.  

• Databases. Besides the subscribed databases there are free databases of 
reference material on specialised topics. 

 
In the following section, you will be introduced to ways of searching a subject 
directory and also via search engine. We deliberately picked this search tool as it 
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is more relevant to you as a university student because of its academic nature and 
comprehensive content. 
 
 
(a) Searching by Subject Directory 
 

Step 1: Go to the WWW Virtual Library homepage by typing 
http://vlib.org in the address box of the Internet Explorer. The 
homepage will appear as shown in Figure 8.31. 

 

 
Figure 8.31:  Homepage of WWW Virtual Library 

 
Step 2: Select a subject relevant to your needs. Here, we select „Business 

and Economics‰. 
 
 Step 3: Select „Marketing‰ (see Figure 8.32).  
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Figure 8.32: Subject Headings and the Subheadings 

 
Step 4: The link will open the KnowThis.com homepage. Select ÂInternet 

MarketingÊ from the main ÂCategoriesÊ (see Figure 8.33). 
 

 
Figure 8.33: KnowThis.com homepage 

 

 



 TOPIC 8 SKILLS IN INFORMATION RETRIEVAL  
 

199 

Step 5: Select E-Commerce (see Figure 8.34). 
 

 
Figure 8.34: Select E-Commerce 

 
Step 6: Select the link to CIOs E-Business portal as it is a research centre that 

has articles and papers of academic value (see Figure 8.35). 
 

 
Figure 8.35: Select the website CIOs E-Business Portal 
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Step 7: Browse through CIOs homepage (see Figure 8.36). 
 

 
Figure 8.36: CIOs E-Business portal 

 
Step 8: Select ÂWhite PaperÊ on the menu bar to read the e-commerce 

academic articles. Click on any article to read (see Figure 8.37).   
 

 
Figure 8.37: Selected paper 
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(b) Searching by Search Engine 

Step 1:  Select a search engine e.g. Google at www.google.com. 

Step 2:  Type „web marketing + advantages‰ (see Figure 8.38). 
 

 
Figure 8.38:  Search using a search engine  

 
Step 3:  Select a website (see Figure 8.39). 
 

 
Figure 8.39: List of websites 
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Step 4:  Read the selected website (see Figure 8.40). 
 

 
Figure 8.40: Article from search using search engine 

8.3.3 Internet Search Tool Sites 

Here are some websites that you can use when you need to do some other kinds 
of searches. 

 
Search Engines Google: http://www.goggle.com 

Yahoo: http://www.yahoo.com 
Ask: http://www.ask.com 
All the Web: http://www.alltheweb.com 
 

Meta Search Engines Ixquick Metasearch: http://www.ixquick.com 
Surfwax: http://www.surfwax.com 
Dogpile: http://www.dogpile.com 
Mamma: http://www.mamma.com 
 
 
 

 

http://www.goggle.com/
http://www.yahoo.com/
http://www.ask.com/
http://www.alltheweb.com/
http://www.ixquick.com/
http://www.surfwax.com/
http://www.dogpile.com/
http://www.mamma.com/
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Subject Directories Infomine: http://infomine.ucr.edu 
Academic Info: http://www.academicinfo.net 
Internet Public Library: http://www.ipl.org 
WWW Virtual Library: http://www.ipl.org 
LibrarianÊs Internet Index: http://lii.org 
Digital Librarian: http://www.digital-librarian.com 
Open Directory Project: http://www.dmoz.org 
BUBLE Information Service: http://bubl.ac.uk 
 

Databases Findlaw : http://www.findlaw.com 
 
The list gives examples of the different search tools. Using the right search tool 
will give you the relevant results that requires minimum time and effort. 
 

 

BrieÒy explain each of the following that function as a source of 
information: 

(a) OPAC; 

(b) Electronic databases; and 

(c) Internet. 

SELF-CHECK 8.1 

 

 

You are given an assignment topic „Lifelong learning begins in school. 
Discuss‰. 
 
List down the steps that you will take to search for printed books titled 
„Lifelong Learning‰ in the TSDAS Digital Library. Use an illustration to 
explain your answer. 

ACTIVITY 8.2 

 

 

http://infomine.ucr.edu/
http://www.academicinfo.net/
http://www.ipl.org/
http://www.ipl.org/
http://lii.org/
http://www.dmoz.org/
http://bubl.ac.uk/
http://www.findlaw.com/
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• By applying the search strategies for information searching, you will be able 

to access and use the vast amount of information sources and resources in a 
systematic and efÔcient manner. 

 
• The information resources may come from the databases and books provided 

in TSDAS Digital Library or from other libraries and the Internet. 
 

 
Call number 

Menu bar 

Search engine  

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

Not all information in books, journal articles, conference papers or websites is 
relevant or suitable for your assignment and other coursework. You will have to 
evaluate the information obtained from your information search and select that 
which you think is important for your assignment and further reading. As 
described in Topic 7, evaluation and selection of the relevant information takes 
place at Step 4 of the Information Trail. 
 
The ideal stage for evaluating the materials retrieved should be at the point of 
reading them, following the criteria you set yourself, bearing in mind the topic at 
hand. The scope, range and depth of your presentation will depend on the 
evaluation and selection criteria that you have set for yourself.  
 
You can use these criteria to evaluate and select the information that you have 
gathered: authority, accuracy, objectivity, currency and scope. 

 AUTHORITY 

Ask yourself if the author (personal or corporate) is an authority on the subject. It 
would be best to look at the authorÊs credentials which can be found in the back 
page or on the jacket of the book. In the case of the Internet, authorship should be 

9.1 

LEARNING OUTCOMES 
By the end of this topic, you should be able to:

1. Explain five information evaluation criteria, authority, objectivity, 
accuracy and reliability, currency and scope; and 

2. Evaluate and select information using the evaluation criteria identified. 

TTooppiicc 
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a major criterion. Check out who has placed the information on the web. Look for 
the name of the author. Is there information on his professional background? 
Check links from other documents for the authorÊs credentials and authority on 
the topic. Examine the URL to get to the authority behind it, whether it is a 
personal web directory, or an organisationÊs ofÔcial website. In the case of 
corporate authors, ask yourself if the corporation is directly responsible for the 
publication of the content. Be discerning and learn to distinguish between 
authoritative information and commercial information. 
 
In the following section, we provide you with an example of the authority of the 
author of a book on „Net Market‰. The information has been scanned from the 
jacket of the book. In order to ascertain the authority of the writer, we provide 
you with a guide in the form of questions. As you read the questions, also refer to 
Figure 9.1 to seek the answers. 
 
Some of the pertinent questions to ask as you evaluate this printed book are: 

• Is Tom Dagenais one of the leading authors on Net Marketing? 

• What is his professional background like? Is it sufficient for him to be 
recognised as an authority? 

• Has he written several books or articles in journals? 
 

 
Figure 9.1: Information on author of the book ÂNet MarketÊ 
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1. Key the following into an Internet search engine: About Malaysia. 

2. Scan the websites given. 

3. Select three to five websites and skim through. 

4. Identify the one selected. 

5. Evaluate for authority 

6. What criteria did you use? List them below: 

 (a) 

 (b) 

 (c)

ACTIVITY 9.1 

 ACCURACY AND RELIABILITY 9.2 

Ask yourself if the information is accurate and from a reliable source. Is there 
sufficient supporting information in the form of statistics, reports, footnotes, etc.? 
Are the arguments presented with facts and figures that can be verified from 
other sources quoted in the text? It may be true that even a dead clock is right 
twice a day and sometimes what is 'wrong' to someone can be 'right' to another 
but in terms of accuracy and reliability in academic writing, there can be no 
compromise. Every fact must be verified for accuracy and reliability.  
 
With regard to the Internet, ask yourself the following questions: Can the 
information be verified using print or other sources? Is the data gathering and 
explanation of research methods included? Is the methodology appropriate? Who 
is the publisher? What is the type of domain? Does it come from an educational 
(.edu), commercial (.com), government (.gov) or non-proÔt body?  
 
LetÊs compare website A and website B and see what makes website A more 
accurate and reliable (please refer to Table 9.1). 
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Table 9.1: Comparison of Website A and Website B 

 Website A 
http://www.statistics.gov.m
y/ English/pressdemo.html 

 Website B 
http://goldsea.com/ 
Asiagate/malaysia. html 

Accurate MalaysiaÊs population is 23.27 
million as of year 2000 census 
given by the Department of 
Statistics, Malaysia website 
(government web portal). 

Inaccurate MalaysiaÊs population is 
less than 20 million, as per 
Goldsea Intelligence 
Asiagate website. 
 

Reliable The information is based on 
the press statement on 
„Population Distribution and 
basic Demographic 
Characteristic Report 
Population and Housing 
Census 2000‰, dated 
6/11/2001 made by the 
government of Malaysia. The 
census coverage evaluation 
survey was conducted 
between 7 and 26 August 
2000.   

Unreliable The information is based 
on editorÊs notes without 
any facts of evidence. 

 OBJECTIVITY 9.3 

In academic writing, objectivity means presenting information based on facts. It 
should not be propaganda material or have a bias in politics, religion, gender, 
race, nation or personal philosophy. Is there a bias in the writing? Can you ask 
yourself these questions when checking on objectivity? Remember, in your 
assignment, it is you who are presenting the facts, not the author of the book you 
have in hand. Your assignment means your facts, your ideas and your arguments 
are being presented, so make sure that they are supported by information that is 
objective and reliable, not a rehash of someone elseÊs propaganda. Can you also 
detect if the writing is commercial propaganda? Is the article written to promote 
or sell some product?  
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Look at the following content and ask yourself the following questions: 
 

 

 
1. Is the information biased towards a particular ideology? 

2. Is it propaganda material? 

3. Is the information meant to promote a product? 
 

What is your conclusion? 

ACTIVITY 9.2  

 CURRENCY 9.4 

Currency of information means how current the information is and whether 
currency is important. Please be mindful that not all information needs to be 
current. The decision to choose is entirely at your discretion. When seeking for 
information you should ask yourself several questions. Why read outdated 
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information unless it is for historical purposes? Why read a 2nd edition, when the 
5th edition is already in the market?  
 
The latest edition will ensure that the information provided is up to date. Taking 
the trouble to refer to the latest edition, and therefore the latest information is an 
academic responsibility that should be taken seriously because the development 
of a corpus of knowledge in any subject area depends on the latest information. 
Year of publication in the copyright page of a book is useful to determine the 
currency of the content (refer to Figure 9.2). 
 
If currency of information is not vital, then focus on authority. 
 

 
Figure 9.2: Copyright page of book by Tom Dagenais & David Gautschi 

ÂNet Marketing: driving success in the B2B networked economyÊ 
 

 
 

To truly understand the concept of currency, ask the following questions 
(refer also to Figure 9.2). 

• When was the book published? 

• Is it the latest edition? 

• Is the information based on the latest finding? 

• Does the list of references contain the most current materials? 

In the case of the Internet, the currency of information is important for some 
types of information such as statistical information. Websites should have the 
dates indicating when the information was created and the date it was posted. If 
there is no date, do not presume it is current. Also be mindful that the 
organisation or person who created the page should be able to maintain the site. 
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 SCOPE 9.5 

Scope refers to the coverage as far as readership is concerned. To determine the 
scope of the content you are reading, ask yourself the following questions: For 
which target group is the information written? Is it meant for general reading or 
for academic reading? How comprehensive is the scope for this target group? Is 
the reader expected to read several books just to gather information on one 
aspect? The scope of the matter written about is important because unless the 
information provided is comprehensive, you would have to read several books 
just to get the same information. 
 
Gather some information on „Heart Attack/Stroke Prevention‰. Ask yourself the 
following questions: 

• Is the  scope comprehensive? 

• Are there main topics and sub-topics? If so, is there enough coverage? 

 
• The vast amount of information available both in print and electronic forms to 

OUM learners makes it all the more critical to evaluate and use only the 
relevant information.  

• There are five criteria used in evaluating information: authority, accuracy and 
reliability, objectivity, currency and scope. 

• Bearing in mind the assignment in hand and the items you read, you should 
be able to apply the relevant criteria in assessment and evaluation before you 
select the information. 

 

 
Authority 

Currency 

Objectivity 

Reliability 

Scope 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 INTRODUCTION 

In order to become a successful open and distance learner, you need basic 
knowledge of Microsoft Office Applications. These applications are contained in 
a software installed in the CPU of a personal computer. The applications include 
Microsoft Word, Excel and PowerPoint. Preferably, you should have a personel 
computer in front of you while reading this topic. You need hands-on practice to 
better understand the contents. 

 INTRODUCTION TO MICROSOFT WORD 

Microsoft Word (MS Word) is one of the applications in Microsoft OfÔce. It is a 
powerful tool used to create professional-looking documents. The different 
versions of MS Word are Word 97, Word 98, Word 2000, Word ME and Word XP. 
Check to see that you have installed the latest version of MS Word. In this section, 
you will be introduced to the following: creating a basic document, using 
shortcut menus and saving and printing a document. 

10.1 

LEARNING OUTCOMES 
By the end of this topic, you should be able to:

1. Effectively use the three Microsoft Office Applications Microsoft Word, 
Excel and PowerPoint. 

TTooppiicc 
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10.1.1 Creating a Basic Document 

Let us start by creating a new document for your assignment. There are two ways 
to do this: 
 
(a) Either double click on the Microsoft Word icon on the desktop as shown  

 
 

or 
 

(b) Click on Start (1) → Programs (2) → Microsoft Word (3) (see Figure 10.1).  
 

 
Figure 10.1: Creating a new document in MS Word Programme using the start button 

 
You will see an image on the screen named „Document1  Microsoft Word‰ 
on the Title Bar (please see Figure 10.2). 
 
The Ôrst row at the top of the screen is the Title Bar, which shows the name 
of the document which is immediately followed by the name of the 
programme that is ÂMicrosoft WordÊ. If the screen is empty or has an 
unsaved Ôle, the name is probably Document1 (or Document2, Document3, 
etc.). On the far right of the title bar are buttons representing instructions to 

minimise, restore , and close window . For a detailed explanation for 
each of the icons, please refer to Appendix 10 at the back of this topic. 
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Figure 10.2: The various tools in a Word document 

 
(c) Type and Save  Once the document is opened, you can type and then save 

your document. 
 
(d) Save in Folder  If you want information or data that you can refer to again 

later. 

10.1.2 Using the Menu Bar 

The menu bar contains all the procedures you will need for working with Word. 
It is situated under the title bar. If you click on one of the menu items (e.g.: file, 
edit, view etc.), a drop-down menu appears. If you display a menu by mistake, 
you can close the display by clicking on any location away from the drop-down 
menu or by pressing the <Esc> key on your keyboard. 
 
The menus in Word 2000/Word XP display only the commands you have 
recently used. To view all options in each menu, you must click the double 
arrows at the bottom of the menu (please see Figure 10.3 (a) and Figure 10.3 (b)). 
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Figure 10.3: (a) Collapsed Format menu 

(b) Expanded format menu (after clicking the double arrow) 

10.1.3 Shortcut Menus 

You can also use the shortcut menu to cut, copy, paste or do any other function in 
MS Word. To do this, you must first highlight the section using the cursor that 
you want to edit. Right-click your mouse on the highlighted section as shown in 
Figure 10.4. 
 

 
Figure 10.4: Right-click on the highlighted section 

 
Click on any of the menu items (cut, copy, paste...) to edit the document. 
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10.1.4 Viewing the Toolbars 

The purpose of the toolbar is to provide easy access and functionality (refer to 
Figure 10.5). There are many shortcuts that can be taken by using the toolbar. 
First make sure that the proper toolbars are visible on the screen. Try Activity 
10.1. 
 

 
Figure 10.5: Viewing and selecting toolbars 

 

 

ACTIVITY 10.1

1. Open MS Word document and click ÂViewÊ.

2. Select ÂToolbarsÊ. 

3. Select ÂStandardÊ, ÂFormattingÊ, and ÂDrawingÊ (see Figure 10.5). 

4. Other toolbars can be selected if you wish. 

5. Notice the changes in the toolbar. 

10.1.5 Enhancing Your Word Document 

Documents can be enhanced by formatting text, inserting tables and illustrations, 
etc. Now that you are familiar with how to open, save and close a Ôle, and use 
some of the functions available in the menu and toolbar, it is time to apply your 
knowledge in enhancing the document. The following screen-shots and 
explanations will take you through this exercise.  
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Step 1: Open an MS Word document. 

Step 2:  Click on ÂFileÊ and select ÂNew.Ê   

Step 3:  Type the information as seen in Figure 10.6. 

Step 4:  Save your document as OUMhist.doc in a folder labelled „OUM‰. 

Step 5:  Open the document OUMhist.doc to enhance certain sections of it. 
 
(a) Format Text 
 

 
Figure 10.6: A Word document  with text that has been typed 

 
Text can be formatted in numerous ways. You can change the text style, 
colour and size. You can also bold, italicise and underline it. To do some of 
these, follow the steps below: 

(i) Highlight the text that you want to format by dragging your mouse 
over while holding down the left mouse button.  

(ii) After the text has been highlighted, choose appropriate commands 
such as font style, font size, bold, italics, etc. (see Figure 10.7). For 
more information, please see Appendix 10.1. 

 

 
Figure 10.7: Various formatting options 
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ACTIVITY 10.2

Do the following activity on changing font size and font type: 

• Highlight a sentence and change the font to italics.  

• Highlight the second sentence and change the font size and bold it. 

 
(b) Inserting a Table  

You can insert a table in a Word document. Follow the procedure stated 
below. Please refer to Figure 10.8(a), 10.8(b) and 10.8(c). 

(i) Open a normal document and click the cursor where you want the 
table to be placed.  

(ii) Click ÂTableÊ on the menu bar (Figure 10.8(a)). 

(iii) Select ÂInsertÊ.  

(iv) Select ÂTableÊ.  

(v) Give your table dimensions, example: 5 columns, 2 rows (Figure 
10.8(b)). 

(vi) Click ÂOKÊ. You will get the table dimensions as seen in Figure 10.8(c). 
Type in the required information.  

 

 
Figure 10.8(a): Steps in inserting a table 
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Figure 10.8(b): Steps in choosing columns 
and rows

Figure 10.8(c): A Word document with an empty table of 5 columns and 2 rows 
 
(c) Inserting Illustrations 

You can also insert illustrations (photographs, charts, cartoons, graphs) into 
your Word document. To insert a picture, follow the guidelines below 
(please refer to Figures 10.9(a), (b) and (c)). 

Step 1: Click the cursor where you want your picture to be.  

Step 2:  Click ÂInsertÊ at the menu bar (Figure 10.9(a)). 

Step 3:  Select ÂPictureÊ. 
 

 
Figure 10.9(a): Steps in inserting a picture 
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Figure 10.9(b): A display illustrations in Clip Art 
 

 
Figure 10.9(c): Final Word document with picture inserted 

 
Step 4: Select ÂClip ArtÊ or ÂFrom FileÊ (Figure 10.9(a)). 

Step 5: Select ÂPictureÊ and click ÂInsertÊ (Figure 10.9(b)). 

Step 6: You will see the picture inserted in your document (Figure 10.9(c)). 
 
(d) Inserting Page Numbers or Date and Time 
 In any document, it is important that page numbers and the date be 

recorded. To insert page numbers and dates, do the following: 

Step 1: Click ÂInsertÊ at the menu bar (Figure 10.10(a)) and select either 
ÂPage NumbersÊ or ÂDate and TimeÊ. 

Step 2: If it is page numbers that you have selected, you will get a prompt 
asking you for position and alignment. Choose accordingly and 
click ÂOKÊ (see Figure 10.10(b)). 
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Figure 10.10(a): Selecting page numbers from ÂInsert MenuÊ 

 

 

Figure 10.10(b): Choosing position and alignment of page numbers 
 
(e) Spell Check Your Document  

The spell-checking feature in MS Word helps in checking thesaurus, 
spelling and grammar in English. Figures 10.11(a) and 10.11(b) illustrate the 
steps involved in checking spelling. 

Step 1: Click ÂToolsÊ at the menu bar (Figure 10.11 (a)). 

Step 2: Select ÂSpelling and GrammarÊ. 

Step 3: You will be prompted to the ÂSpelling and GrammarÊ dialog box. 
 Then, you will have to decide to change or ignore the suggested 
 correction (Figure 10.11(b)). 

Step 4: Once it is done, click ÂCloseÊ. 
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Figure 10.11(a): Selecting the ÂSpelling and GrammarÊ function from the ÂToolsÊ Menu 

 

 
Figure 10.11(b): A dialog box for ÂSpelling and GrammarÊ function 

 
(f) Saving Your File 

A document needs to be saved before you close it to make sure it will be 
available for later retrieval. Figure 10.12 demonstrates the steps involved in 
saving a Ôle. 

 
To save your document as a Ôle, do the following: 

Step 1: Click File and select Save. A Dialog Box ÂSave AsÊ will appear. 
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Figure 10.12: Dialog box for saving Ôle 

 
Step 2: At the Dialog Box, select ÂSave in:Ê.  

Step 3:  Click ÂMy documentsÊ Folder. 

Step 4: Name the Ôle, for e.g. MyÔle and in „Save as type‰, select „Word 
 Document‰ (*.doc) format.  

Step 5: Then, click on the Save button. A Ôle ÂMyÔle.docÊ is created.  
 

(g) Help Screen 
 To help you understand more features in Word, you could type your 

ÂenquiriesÊ in the top right corner of the document command as illustrated 
in Figure 10.13. For example, you are interested to know about Âformatting a 
documentÊ. To know more do the following:  

Step 1: Type ÂformattingÊ in the help box (Figure 10.13 (a)). 

Step 2: Then, press <Enter> key on the keyboard. 

Step 3: This is what you see (Figure 10.13(b)). 

Step 4: You could use this screen for seeking answers to any query you 
 have when using a Word document. 
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(a) 

 
 (b) 

Figure 10.13 (a) and (b): Steps involved in using the ÂHelpÊ screen 
 
(h) Printing a Document 
 Before you print a Ôle, it might be a good idea to preview the document 

again. For that, follow the steps below: 

(i) Click ÂFileÊ and click Âprint previewÊ. This will help you to view the 
document prior to printing. Once this is done, go to Step 2 for the actual 
printing. 

(ii) Click ÂFileÊ at the Menu Bar, then select ÂPrintÊ. 

(iii) When you select ÂPrintÊ, a dialog box will appear. Here, you need to 
make the following decisions (see Figure 10.14): 

• Select ÂPrinterÊ (must be connected to your computer). 

• Select ÂPage rangeÊ. 

• Select ÂNumber of copiesÊ to be printed (normally only 1). 

• Click ÂOKÊ, and your document will be printed. 
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Figure 10.14: Dialog box for printing 
 
(i) Erase and Copy 

MS Word allows you to erase or copy text. This function can shift a portion 
of a text to a different section in the same Ôle or to another Ôle. 
 
LetÊs try these steps: 
Step 1: Select one section of your text by highlighting it. 

Step 2:  Click on the cut  icon. You will find the selected words 
missing. 

Step 3:  Click on paste  and the words will reappear. 

Step 4: If you want to cancel something you have done before, you could 

use the undo button.  

Step 5: Click on the redo button to recall the function before.  
 

 

ACTIVITY 10.3 

1. Open a saved Ôle  OUMhist. What is the name appearing on the 
title bar? 

2. Select a paragraph that you have written. 

3. Then, click font type list and font size list. Change the paragraph, 
for example, Times New Roman to Arial Narrow (or other fonts) 
and font sizes 12 to 16. 

4. Try a few other functions by using bold, italic and underline. 
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 MICROSOFT EXCEL 10.2 

Microsoft Excel, a powerful and flexible spreadsheet programme designed for the 
Windows environment, allows you to create professional spreadsheets and 
charts. It performs numerous functions to assist you in your projects. It is a 
powerful programme for organising, analysing and presenting data and is often 
used by: 

 Accounts officers in businesses or companies for stock-taking, accounting, 
payroll, etc; 

 Teachers for recording studentsÊ marks in a course or subject; 

 Scientists for analysing the results of experiments; and 

 Any individual for personal financial analyses. 
 
In this section, the following will be discussed: Starting / Exiting Microsoft Excel, 
Using an Excel Worksheet, Working with Worksheet for Data Entry, Use of 
Functions, Sorting Data, Converting Data to Charts and Opening Multiple 
Worksheets. 

10.2.1 Starting/Exiting Microsoft Excel 

There are two ways to open MS Excel sheet:  
 
Double click on the MS Excel icon on the desktop.  

 
 
or  
 
Click on Start → Programs → Microsoft Excel (see Figure 10.15). 
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Figure 10.15: Starting Microsoft Excel 

 
To exit MS Excel, select File and click ÂexitÊ. You can also exit by clicking on the 
ÂXÊ button, which is located at the top right-hand corner of the Title bar as shown 
in Figure 10.16. 
 

 
Figure 10.16: Title bar 

10.2.2 Using an Excel Worksheet 

An MS Excel worksheet is opened, saved and closed just like a MS Word 
document. But the format of an Excel Worksheet is different  it is saved as .xls.  
If we name a Ôle ÂBook 1Ê, the Ôle will be saved as Book 1.xls. 
 
When we open an Excel sheet, Windows will display a screen as shown in Figure 
10.17. This screen consists of columns and rows.  
 
One Ôle in MS Excel has many worksheets, (for example, in Figure 10.17, you can 
see Sheet1, Sheet2, Sheet3, etc). Formatting is almost like word processing, for 
example, changing the type of font, size, bold, etc. Updating is also similar, i.e. 
cut, paste and painter formats. 
 
Spreadsheet is an application that deals with data in the form of numbers. All 
data input is organised into tables or schedules using rows and columns. 
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Figure 10.17: Sample of an Excel worksheet 

 
LetÊs say a teacher has 50 students in her class. She gives them three assignments, 
each with the following marks of 10, 10 and 20. At the end of the semester, all the 
students sit for an examination, and the total is 100. The teacher has to tabulate 
each studentÊs marks, as shown in Table 10.1. 
 

Table 10.1: An Example of  a Students Marks Table 

Name of 
Student 

Assignment 
1(10) 

Assignment 
2 (10) 

Assignment 
3 (10) 

Examination 
(60) 

Total (100) 

Ali bin 
Ahmad 

     

Ng Boon 
Leong 

     

Ramasamy      

Aminah 
Hassan 

     

 
In the traditional style, to generate the total marks, the teacher normally uses a 
calculator and in using this method, the teacher might make mistakes. However, 
by using the MS Excel software, this problem can be overcome and at the same 
time, a record is kept which will allow the teacher to do more than what a 
calculator or the human brain can do. The teacher will be able to: 
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 Input data into the worksheet; 

 Do automatic calculation using formula; 

 Update data easily; 

 Run a command to arrange data by name of student or marks; and 

 Present studentsÊ performance report in graphical format (bar chart, pie chart, 
line-graph). 

10.2.3 Working with Worksheet for Data Entry 

Data input is a very simple process. Perform the following steps to input data and 
calculate it. 

Step 1:  Open a Ôle in MS Excel. 

Step 2:  Move the cursor from one column to another. Input data. 

Step 3:  Move the cursor up or down to go from one row to the next. 
 

 

Please open an MS Excel worksheet and key in the data given below: 

 

ACTIVITY 10.4 

 

 
Step 4:  Click worksheet tab ÂSheet1Ê → rename it ÂKuizÊ and save (see Figure 

 10.18). 
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Figure 10.18: Renaming Sheet1 to Kuiz 

10.2.4 Use of MS Excel Functions 

Once data is inserted, MS Excel will be able to perform many functions, for 
example, addition, division and subtraction. Table 10.2 shows order of operations 
used in Excel. Use this to help you to understand each function. 
 

Table 10.2: Order of Operations Used in Excel 
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(a) Adding Numbers in Excel 
To add numbers (by using the function SUM), this is the procedure: 

Step 1: Click the cell in which you want to enter the formula (cell ÂEÊ as in 
 Figure 10.19), the cursor will be seen in the ÂfxÊ (Insert function). 

Step 2:  Type = (an equal sign) at the function space.  

Step 3:  Click the ÂFunctionÊ button . 

Step 4: Select the formula you want and follow the on-screen instructions. 

Step 5:  A dialog box ÂFunction ArgumentsÊ appears. 

Step 6:  Click ÂOKÊ  what do you get? 
 

 
Figure 10.19: Using the function ÂSumÊ in MS Excel 

 

ACTIVITY 10.5 

Use the previous worksheet.

1. Calculate the total for Quiz 1 and Quiz 2, give a new name as Total 
for the column next to column Quiz 2, and then click E2. Click 
ÂAuto sumÊ, a given formula =SUM (C2:D2) is displayed at the 
formula bar. Press <Enter> and the answer given is 11. 

2. To get the total in another row, drag the cursor from E2 till E10. 
What is the answer? 

3. Save the Ôle by clicking the ÂSaveÊ button. 
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(b) Other Functions 
There are many functions in MS Excel. You can see a list of Ôles by selecting 
Menu Insert → Function as in Figure 10.20. 
 

 
Figure 10.20: List of functions in MS Excel 

 

 

List down Ôve functions available in MS Excel, and state the purpose 
of each function.  

SELF-CHECK 10.1 

10.2.5 Sorting Data 

Data gathered can be sorted according to many indicators, for example, student 
matric number, or name or total marks. We may also want to sort by ascending or 
descending order. Sorting by ascending order means that the top row begins 
from the lowest mark to the highest mark and by descending order means from 
the highest to the lowest.  
 
Follow the steps below on how to sort data by matric number. 

Step 1: Select the data to be arranged by highlighting the data. 

Step 2: Click on ÂDataÊ → ÂSortÊ, and sort by matric number. 
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Figure 10.21: Sorting data using the ÂSortÊ function 

 
Step 3: You will be asked whether to sort by ascending or descending order (see 

inset of Figure 10.21), where ascending order has been selected. 

Step 4: Click ÂOKÊ. You will see the changes in the order. 

10.2.6 Opening Multiple Worksheets 

Sometimes, we work on multiple worksheets in the same Ôle. For example, if you 
teach two different subjects but have the same group of students, you can open 
three worksheets at the same time as seen in the examples below: 
 
Worksheet 1:  Detailed marks for Subject 1 

Matric No. Name Quiz 1 Quiz 2 Examination Total 

A79251 Wan Mazri 5 6   
 
Worksheet 2: Detailed marks for Subject 2 

Matric No. Name Quiz 1 Quiz 2 Examination Total 

A79251 Wan Mazri 7 8   
 
Worksheet 3:  Overall Marks for Subject 1 and Subject 2 

Matric No. Name Subject 1 Subject 2 

A79251 Wan Mazri 11 15 
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The value for matric no., name, and marks for Subject 1 and Subject 2 in 
Worksheet 3 are taken from Worksheet 1 and Worksheet 2. We can insert data in 
Worksheet 3 using two methods: 

Step 1: Copy from Worksheet 1 or Worksheet 2, and paste on Worksheet 3, or 

Step 2: Refer to data in Worksheet 1 or Worksheet 2, for example Matric No. in 
Worksheet 3 refers to Matric No. in Worksheet 1. This means that data 
in Worksheet 3 is the same as in Worksheet 1. 

10.2.7 Converting Data to Charts 

Another feature in MS Excel is that it can also produce results in the form of 
charts or graphs. There are many types of graphs or charts in MS Excel, such as 
Pie Chart, Bar Chart, Histogram, and Line Graph. To create a graph using MS 
Excel, please do the following activity 10.6. 
 

 

ACTIVITY 10.6

1. Open a Ôle Book1.xls. Click the ÂQuizÊ screen.

2. Select from cell B2 until B9. Go to the tool bar and check on the 
ÂChartÊ icon. Once this is done, a dialog chart wizard will appear 
(refer to Figure 10.22). Follow the instructions by Ôrst selecting 
the ÂChart typeÊ and then ÂChart sub-typeÊ. 

 

 
Figure 10.22: An example of converting data to chart 
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3. Select ÂChart typeÊ as Column, and Âchart sub-styleÊ as stack-column. 
The graph screen is as shown in Figure 10.23. 

 

 
Figure 10.23: Bar chart in the stack-column style 

 
4. You can customise the size of the graph box by clicking the graph and 

dragging it in or out from any corner. 

5. You can see a dialog box chart. Here, you can update your data by 
clicking on a button to change your graph to a different one e.g. into a 
pie chart (Figure 10.24). 

 

 
 

 
Figure 10.24: Pie chart 
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10.2.8 Adding Borders and Shading to Cells  

Step 1:  Make sure you have the ÂFormattingÊ toolbar visible. If not, do the 
 following: 

Click on View → Toolbars → Formatting 
 
Step 2:  Select cells you wish to format by left-clicking on them and highlighting 

 them. 
 

Step 3:  Click the  button to shade a cell and/or the  button to give a 
 cell a border (see Figure 10.25) when shading and border has been 
added. 

 

 
Figure 10.25: Border and Shading functions 

 MICROSOFT POWERPOINT 10.3 

Microsoft PowerPoint is a powerful tool used to create professional-looking 
presentations. You can create your presentations yourself or by using ready-made 
templates. In this section, we will help you get started with Microsoft 
PowerPoint, but we suggest that you also access the Help Files that come with 
Microsoft PowerPoint, or go to MicrosoftÊs website located at 
http://microsoft.com /ofÔce/powerpoint/default.htm for further assistance. 
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10.3.1 Starting Microsoft PowerPoint  

To open MS PowerPoint:  
 
Double-click on the MS PowerPoint icon on the desktop. 

 
 
OR 
 
Click on Start → Programs → Microsoft PowerPoint (as shown in Figure 10.26). 
 

 
Figure 10.26: Starting MS PowerPoint 

 
After you have opened a Microsoft PowerPoint Ôle, a screen will pop up asking if 
you would like to ÂCreate a new presentationÊ or ÂOpen an existing presentationÊ 
(as shown in Figure 10.27). 
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Figure 10.27: Create a new dialog-box presentation using MS PowerPoint 

 
(a) Creating a New Presentation 

If you choose to create a new presentation, the following are the options:  
AutoContent Wizard, Design Template and Blank Presentation. The 
following sections further elaborate on these three types: 

 (i) AutoContent Wizard  
The purpose of using AutoContent Wizard is to help you get started. 
It also provides ideas on how to organise a presentation. 

 (ii) Design Template  
You will be able to create a new presentation based on one of the 
PowerPoint design templates supplied by Microsoft.  

 (iii) Blank Presentation  
Allows you to create a new, blank presentation using the default 
settings for text and colours. Once you click on this, an ÂAuto layoutÊ 
screen will appear where you will see a variety of layout styles such as 
Title Slide, Bulleted List, Two Column Text, Table, Text & Chart, Chart 
& Text, etc. To prepare your presentation, the following are the 
procedures: 
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Figure 10.28: Pre-designed slide layouts 

 
Step 1: Click on the layout style of your choice, however, the first default 

slide that is the ÂTitle SlideÊ will be highlighted (see Figure 10.28). 

Step 2: Once the layout is chosen, you can type into the spaces provided 
(follow the prompts given, for examples Âclick to add titleÊ means 
click first then type). 

 

 
Figure 10.29: Basic features of PowerPoint 

 
NOTE: As shown in Figure 10.29, the screen is divided into three areas: 
Outline Panel, Notes Panel and Slide Panel. Outline Panel shows all slides, 
whereas Slide Panel is used to display the actual slide and Notes Panel is 
used for extra notes for the presenter or to provide further explanation for 
each slide.  
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Figure 10.30: Inserting a New Slide  

 
Step 3:  To continue with the flow of your slide presentation, it is advisable 

to quickly add on the next slide. To add on a new slide, the 
following are the procedures: 

• Click ÂInsertÊ at the menu bar.  

• Select ÂNew SlideÊ (see Figure 10.30). 

• Continue inserting slides according to the desired layout.  

• Alternate your view between slide and outline to check on 
your flow of ideas. 

 
(b) Opening an Existing Presentation 

If you want to return to an existing presentation, follow these steps: 

Step 1:  Go to File Ó Open. 

Step 2:  Click on your presentation Ôle. Here, we have one Ôle in the folder 
called ÂMy DocumentsÊ. The Ôle is BridgingODL.ppt. as shown in 
Figure 10.31. 

Step 3:  Click ÂOpenÊ to view your presentation Ôle. 
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Figure 10.31: Selecting existing Ôle in ÂMy documentsÊ folder 

 

 

1. Open a Blank Presentation in Microsoft PowerPoint. Name the Ôle 
Âpresentation.pptÊ. 

2. Type ÂInformation Technology and Its UsesÊ. You will see the same 
text appear in the Slide Panel. Change font attributes to: Font > 
Arial Black, Font Size > 32, Font Color > Automatic. 

3. Now, from the Slide Panel in the second text box, type ÂOpen 
University MalaysiaÊ. Adjust the text box correctly if part of the text 
is not visible. Change font attributes to: Font > Arial Black, Font 
Size > 32, Font Color > white and click Shading Button. 

4. Save the file. 

ACTIVITY 10.7 

10.3.2 Different PowerPoint Views 

Microsoft PowerPoint allows you to look at your presentation from different 
perspectives. You can select the page view by clicking the buttons just above the 
formatting toolbar as in Figure 10.32. For further details on characteristics of 
views, please refer to Table 10.3. 
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Figure 10.32: PowerPoint views 

 
Table 10.3: Explanation on PowerPoint Views 

 
You can work 
on one slide at a 
time or organise 
the structure of 
all the slides in 
your 
presentation. 
 

Work in 
outline view 
when you 
need to 
organise the 
structure of 
your file. 

You can work 
on one slide at 
a time. 

Displays 
miniature 
versions of all 
slides in a 
presentation. 
 
Here you 
reorder slides; 
add 
transitions, 
and animation 
effects. You 
can also set 
the timing for 
electronic 
slide show. 
 

Runs your slide 
show in a full 
screen, beginning 
with the current 
slide. 
 
If you simply 
want to view 
your show from 
the first slide, 
check Slide Show 
at the top of the 
screen and select 
View Show. 
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10.3.3 Inserting Clip Art and Pictures 

You can display Clip Art and pictures in your slides by following these simple 
steps:  

Step 1: Click Insert at Menu Bar (see Figure 10.33). 

Step 2: Select ÂPictureÊ. 

Step 3: Select ÂClip ArtÊ.  

Step 4: Click the category that you want.  

Step 5: Click the picture of your choice.  

Step 6: Click Insert Clip on the shortcut menu.  

Step 7: When you are finished using the Clip Gallery, click the ÂCloseÊ button on 
the Clip Gallery title bar.  

Step 8: Steps 1 to 4 can be applied when inserting other pictures, objects, 
movies, sounds, and charts. 

 

 
Figure 10.33: Steps in inserting a picture using Clip Art 

10.3.4 Adding Transitions to a Slide Show 

You can add customised transitions to your slide show to make it come alive and 
appealing to your audience. Follow these steps: 

Step 1: In slide or slide sorter view, select the slides from which you want to 
add a transition.  
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Step 2: On the Slide Show menu at the top of the screen, click ÂSlide TransitionÊ 
as illustrated in Figure 10.34. 

Step 3: In the ÂEffect boxÊ, click the types of transition of your choice. 

Step 4: To apply the transition to the selected slide, click ÂApplyÊ.  

Step 5: To apply the transition to all the slides, click ÂApply to AllÊ. 
 

 
Figure 10.34: Adding on Transition using Slide Transition menu 

Step 6: Repeat the process for each slide.  

Step 7: To view the transitions, click ÂAnimation PreviewÊ on the Slide Show 
menu. 

10.3.5 Viewing the Slide Show 

You can view your slide show by using any of the following methods: 

• Click ÂSlide ShowÊ at the lower left of the PowerPoint window. 

• From the menu bar, click ÂSlide ShowÊ, followed by clicking ÂView ShowÊ or 
ÂView Slide ShowÊ. 

• Press <F5> on the keyboard.  

10.3.6 Navigating A Slide Show 

Navigating a slide show is crucial for the success of your presentation. The 
following are different ways of navigating:  

• Forward Navigation: Click on the left mouse button or hit the <Enter> key on 
your keyboard.  
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• Reverse Navigation: Hit <Backspace> on the keyboard.  

• Exiting the slide show: Hit the <Esc> button on the keyboard.  

10.3.7 Pack Up a Presentation for Use on Another 
Computer 

The purpose of this facility is to allow you to copy the presentation into a disk or 
network location, which later can be viewed on another computer. The following 
steps will guide you on how to pack up a presentation: 

Step 1: Open the presentation you want to pack.  

Step 2: On the ÂFileÊ menu, click ÂPack and GoÊ as shown in Figure 10.35. 

Step 3: Follow the instructions in the ÂPack and Go WizardÊ. 
 

 
Figure 10.35: Steps on how to start a Âpack and goÊ 

 
If you want to unpack a presentation: 

Step 1: Insert the disk or connect to the network location where you have 
packed the presentation.  

Step 2:  In My Computer, go to the location of the packed presentation and 
double-click on Pngsetup.  

Step 3:  Enter the destination you want to copy the presentation to. 
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MS PowerPoint provides several buttons known as View Buttons. State 
the functions of the following buttons: 
 

 

 

 

ACTIVITY 10.8

How do you think an open and distance learner beneÔts from using 
Microsoft OfÔce Applications? Give three reasons. 

SELF-CHECK 10.2 

 
• You have been exposed to some basic functions of MS Word, MS Excel and MS 

PowerPoint which will be helpful in making your learning process effective.  

• The discussion in this topic has guided you on how to create a Word 
document using MS Word; compute and present data in MS Excel; and 
present information in MS PowerPoint.  

• You are now aware of the functions available in each of the three MS Office 
Applications.  

• These skills are also crucial in equipping you with basic ICT competencies. 
 

 
Microsoft Office Application 
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APPENDIX 10.1 
Some Basic Functions in MS Word 

 

 



 
 

MODULE FEEDBACK 
 

MAKLUM BALAS MODUL 
 
 
 

Should you have any comment or feedback, you are welcomed to: 
 

1. E-mail your comment or feedback to  modulefeedback@oum.edu.my 
 

OR 
 

2. Download and fill up the feedback questionnaire from 
 

URL: http://lms.oum.edu.my/ via myVLE 
 

and 
 

e-mail to  modulefeedback@oum.edu.my 
 

 
 

Thank you. 

 
Centre for Instructional Design and Technology 
(Pusat Reka Bentuk Pengajaran dan Teknologi) 

 

Tel No.: 03-27732273 
 

Fax No.: 03-26978702 

mailto:modulefeedback@oum.edu.my
http://lms.oum.edu.my/
http://lms.oum.edu.my/
mailto:modulefeedback@oum.edu.my
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