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      Introduction

      Safari is a guided expedition through the information world, aimed at helping you to feel more confident about finding, evaluating
        and using information. You will begin by considering the different types of information used in everyday life, and for studies,
        learning where the information comes from and goes to. You will become acquainted as to how information is categorised and
        communicated, and where to look for it.
      

      The material will encourage you to think about information in ways that will allow you to develop strategies for searching
        and teach you how to access catalogue and database resources. It looks at the practice of searching, both on and offline,
        and will teach you techniques for using electronic search tools.
      

      Evaluating and organising the information you have acquired is important, and you will learn why and how you can do this.
        The material will introduce you to referencing, bibliographies and social bookmarks.
      

      Finally, you will be provided with guidance on how you can implement what you have learnt to gather and share information
        that is relevant to your studies.
      

      Safari is divided into seven sections, each covering a particular aspect of information skills. Within each section there
        is a series of topics to work through. You can either work through Safari from the beginning to the end, or focus on a particular
        area. Although the material in the first two sections of Safari is largely just for you to read and reflect upon, the later
        sections of Safari will require you to undertake some activities. For some of these you will need pen and paper. For others
        you will be directed to web pages and resources outside Safari. In Section 7, activities in early topics will feed in to a
        final activity in Section 7.5. We have designed some activities so that they open up within a new browser window. When you
        have finished these activities, close that browser window to return to the rest of Safari.
      

      Passwords: some of the links we provide are to library resources, which may require passwords. It is possible that your own university,
        college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
      

      Find out more about studying with The Open University by visiting our online prospectus.
      

    

  
    
      Learning outcomes

      After studying this course, you should be able to:

      
        	identify and understand different types of information

      

      
        	develop strategies for searching and accessing catalogue and database resources

      

      
        	search on and offline and how to use electronic search tools

      

      
        	evaluate and organise information

      

      
        	implement what you have learnt and share relevent information.

      

    

  
    
      Safari - skills accessing, finding and reviewing information

      
        1 Understanding information [Recommended duration: 1 hour]

        
          1.1 Overview

          Section 1 looks at what we mean by information and offers a framework for looking at different types of information used both
            in studying and in daily life. Finally it addresses the first skill, that of ‘knowing what you need to know’.
          

          In this section you will be having a look at what information means to you and how it is used to make decisions in different
            areas of our lives, especially during our studies.
          

          The section contains activities which you may need to allow between twenty minutes and one hour to complete. Most of the activities
            only ask you to think about the issues raised, so making notes is optional. The focus here is on reading and reflecting.
          

          [http://www.open.ac.uk/safari/php_pages/s01t01p010000.php]

        

        
          1.2 What is information?

          You will be presented with a number of definitions for ‘information’ to consider. Some come from dictionaries and others from
            ‘expert sources’.
          

          [http://www.open.ac.uk/safari/php_pages/s01t02p010000.php]

        

        
          1.3 The information age

          Information is an important part of our lives. The information age looks at what this means in practice, and how things may have changed through time and with the development of technology.
          

          [http://www.open.ac.uk/safari/php_pages/s01t03p010000.php]

        

        
          1.4 Everyday uses

           Everyday uses looks at the types of information we use in our personal lives, at work and during our studies. It asks you to consider the
            decisions you have made on a particular day and what information was needed to make them.
          

          [http://www.open.ac.uk/safari/php_pages/s01t04p010000.php]

        

        
          1.5 Types of information

          There are times when the information you need can be very specific. For instance, when you're studying, you might need it
            to prepare an assignment or project, or to help in your revision. You will be asked to consider what types of information
            you might need during your studies.
          

          [http://www.open.ac.uk/safari/php_pages/s01t05p010000.php]

        

        
          1.6 Information universe

          Continuing from the previous section, you will now be asked to consider where you might find the information you need and
            how this fits into the bigger picture of the information universe.
          

          [http://www.open.ac.uk/safari/php_pages/s01t06p010000.php]

        

        
          1.7 Mapping sources

          You will be presented with the scenario of a student carrying out a project, and asked to consider what information she might
            need in order to do this.
          

          [http://www.open.ac.uk/safari/php_pages/s01t07p010000.php]

        

        
          1.8 Identifying needs

          In this section, you will begin to focus on the skills you'll need to search effectively for the information you need, in
            particular, how to ‘identify and articulate your information needs’.
          

          [http://www.open.ac.uk/safari/php_pages/s01t08p010000.php]

        

        
          1.9 Summary

          Section 1 has focused on what ‘information’ and living in an ‘information age’ means to you. You have considered the different
            types of information you might need, both in everyday live and during your studies.
          

          [http://www.open.ac.uk/safari/php_pages/s01t09p010000.php]

        

      

      
        2 Unpacking information [Recommended duration: 1 hour]

        
          2.1 Overview

          Section 2 addresses the origins of information, introducing the idea of the ‘information supply chain’. Categories of information
            are suggested, and sources mapped to begin to address the question of ‘where to look’.
          

          This section will help you to understand where information comes from, how it is generated and how it reaches you as a consumer.
            You will be looking at the journey in terms of a model called the ‘information supply chain’.
          

          You will then be presented with different ways of organising and categorising information and learn more about why this is
            so important.
          

          The activities in this section may take up to two hours to complete. Most only ask you to think about the issues raised, so
            making notes is optional. The focus here is on reading and reflecting.
          

          [http://www.open.ac.uk/safari/php_pages/s02t01p010000.php]

        

        
          2.2 Information journeys

          You will be looking at the process by which information is generated and consumed.

          [http://www.open.ac.uk/safari/php_pages/s02t02p010000.php]

        

        
          2.3 Supply chain

          You will be introduced to the concept of the ‘information supply chain’, a model that can be used to describe the journey
            introduced in the previous section. You will be encouraged to think about each group of people involved along the way, each
            playing their role as a link in the chain.
          

          [http://www.open.ac.uk/safari/php_pages/s02t03p010000.php]

        

        
          2.4 Research supply chain

          This section continues to develop the model of the supply chain by looking at it in terms of the information you will be using
            during your studies. It encourages you to look at the process by which pure research in a laboratory reaches you in the form
            of published material. This model is referred to as a ‘research supply chain’.
          

          [http://www.open.ac.uk/safari/php_pages/s02t04p010000.php]

        

        
          2.5 Categorising information

          You will be looking at the ways in which information is grouped, or categorised, particularly in terms of academic sources.

          [http://www.open.ac.uk/safari/php_pages/s02t05p010000.php]

        

        
          2.6 Shape of the literature

          You will now be considering how information resources in specific subject areas relate to one another, and the importance
            of these different sources. This is referred to as describing ‘the shape of the literature’.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s02t06p010000.php]

        

        
          2.7 Finding information

          You will now be finding out more about where to find the information you need, particularly during your studies, and also
            where you can go to for help in your search. Understanding what information you will find where, will save you time.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s02t07p010000.php]

        

        
          2.8 Summary

          Section 2 covers where information comes from, how it is generated, and how it reaches you as a consumer. You will have been
            introduced to the journey the information takes, from creation to consumption, in terms of the model of an ‘information supply
            chain’. You will also have been shown the importance of organising and categorising information and been given guidance as
            to how to find the information you need.
          

          [http://www.open.ac.uk/safari/php_pages/s02t08p010000.php]

        

      

      
        3 Planning a search [Recommended duration: 2 hours]

        
          3.1 Overview

          Section 3 goes through the steps of planning a specific search for information, introducing the systems and tools to be used,
            and how to access catalogue and database resources.
          

          This section looks at the next stage in the process of finding information and the sorts of information systems you might
            use, such as catalogues, databases and the World Wide Web.
          

          You will be given guidance as to how to find the information you need, and to plan how you will go about retrieving it.

          The activities in this section may take up to two hours. Some require you to use paper and pen to make notes or record your
            thoughts.
          

          [http://www.open.ac.uk/safari/php_pages/s03t01p010000.php]

        

        
          3.2 Describing information

          This section introduces you to organised sources of information, like library catalogues and databases, which are widely used
            to store information. These sources are based on the principle that resources have been identified, described and organised
            in a systematic and consistent way.
          

          [http://www.open.ac.uk/safari/php_pages/s03t01p010000.php]

        

        
          3.3 Databases

          You will be introduced to the idea of the ‘database’, a way of storing, indexing, organising and retrieving information. They
            are often used by organisations to store information about individuals.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s03t03p010000.php]

        

        
          3.4 Library catalogues

          Library catalogues are databases which contain information about the resources held at a particular library. You will be shown
            what information is normally held in a library catalogue and how they can help you to source the information you need.
          

          [http://www.open.ac.uk/safari/php_pages/s03t04p010000.php]

        

        
          3.5 World Wide Web

          You will now be presented with a less organised source of information, the World Wide Web, and a discussion on the role it
            plays in our lives. You will also be given information on why you might decide to use the web to source information and how
            useful it might be in your search for information.
          

          [http://www.open.ac.uk/safari/php_pages/s03t05p010000.php]

        

        
          3.6 Which to use?

          Having identified some of the tools you might find useful in your search for information, you will now be considering which
            are the most appropriate to use, depending on the type of information you are looking for.
          

          [http://www.open.ac.uk/safari/php_pages/s03t06p010000.php]

        

        
          3.7 Planning a search

          In order to track down the information you need effectively, you will need to develop a search strategy. This means thinking
            about how you should break down the information you need, and identifying the terminology that will help you find what you're
            looking for. You will learn how to put together a search statement.
          

          [http://www.open.ac.uk/safari/php_pages/s03t07p010000.php]

        

        
          3.8 Choosing resources

          This section shows you how to match your search statement to the resources available to you in your subject area.

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s03t08p010000.php]

        

        
          3.9 Summary

          Section 3 has introduced you to a number of tools available to help you in your search for information. You have also learned
            how to translate a search question into a search strategy, which will prepare you for using those tools. Finally, you have
            been shown how to match a search statement with the different resources available to you.
          

          [http://www.open.ac.uk/safari/php_pages/s03t09p010000.php]

        

      

      
        4 Searching for information [Recommended duration: 3 hours]

        
          4.1 Overview

          Section 4 introduces the basic principles of searching and then applies these in a practical way to searching library catalogues,
            bibliographic databases and the World Wide Web.
          

          This section introduces you to the concept of translating your search statement into the language of databases. You will be
            learning the basic principles of searching, which apply to the tools you have been introduced to in Section 3 – databases, library catalogues and the World Wide Web. You will be given the opportunity to practice these techniques, before
            being introduced to the specific databases in your subject area.
          

          This section is practical and you may need up to three hours to complete all the activities provided. Some activities will
            require you to use paper and pen to record your thoughts, others will require you to practise search techniques in real databases
            and catalogues.
          

          Note: some of the databases and catalogues require a password in order for you to access them. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s04t01p010000.php]

        

        
          4.2 Basic principles

          The same principles apply whether you are searching a library catalogue, or a specialist database. Although each one may look
            different and use different terminology, there are a number of features that are similar. This section introduces you to the
            principles that they share.
          

          [http://www.open.ac.uk/safari/php_pages/s04t02p010000.php]

        

        
          4.3 Databases

          This section continues to develop the techniques you learned in Basic principles, introducing you to a database called ‘ArticleFirst’.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s04t03p010000.php]

        

        
          4.4 Library catalogues

          You will now be looking at the skills you need to search library catalogues, and given the opportunity to learn how to use
            them confidently to find the information you need.
          

          You may need up to one hour to complete the activities in this section. Some activities require the use of paper and pen to
            make notes and record your thoughts.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s04t04p010000.php]

        

        
          4.5 World Wide Web

          You learn how to identify the kinds of information available on the Internet, and gain an understanding of the different techniques
            that will prove useful when you are using the web to search for resources.
          

          [http://www.open.ac.uk/safari/php_pages/s04t05p010000.php]

        

        
          4.6 Tracking progress

          When working on a project, it is advisable to keep a list of the resources you plan to use, where you're going to look for
            information, and what you are going to be looking for. It is also important to record your results. This section helps you
            to track your progress and introduces you to tools that can help you to do this.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s04t06p010000.php]

        

        
          4.7 Your subject

          You will be asked to consider your own subject area and be given a number of resources that could be of help in that area.

          Note: some of the links we provide are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s04t07p010000.php]

        

        
          4.8 Summary

          Section 4 has introduced the basic principles of searching, and applied them to different tools. It has also identified a
            number of useful tools for finding information. Finally, it has provided guidance on keeping track of your progress, as you
            search for information.
          

          [http://www.open.ac.uk/safari/php_pages/s04t08p010000.php]

        

      

      
        5 Evaluating information [Recommended duration: 3 hours]

        
          5.1 Overview

          Section 5 focuses on the concept of information quality. It suggests a generic framework for evaluating different kinds of
            information (print and electronic) and suggests ways in which information can be filtered.
          

          This section will help you to understand what is meant by ‘quality’ in relation to the information you find, and appreciate
            how important it is. It will show you how to adopt a structured approach when it comes to evaluating information.
          

          Some of the activities provided in this section will require the use of paper and pen to make notes or record your thoughts.
            You may need up to 3 hours to complete them.
          

          [http://www.open.ac.uk/safari/php_pages/s05t01p010000.php]

        

        
          5.2 Information quality

          Having conducted your search for information and collected a substantial amount of information, you will now learn how to
            decide what to include and what to discard, by considering the ‘quality’ of the information you have found.
          

          [http://www.open.ac.uk/safari/php_pages/s05t02p010000.php]

        

        
          5.3 Presentation

          The way information is presented can have a profound effect on the way we receive and perceive it. This section looks at a
            variety of different sources of information and offers guidance as to how you should judge the value of a new source of information.
          

          [http://www.open.ac.uk/safari/php_pages/s05t03p010000.php]

        

        
          5.4 Relevance

          This section will help you to gauge the relevancy of the material you have found, based on its relationship to the need you
            have identified and for which you are searching for information.
          

          [http://www.open.ac.uk/safari/php_pages/s05t04p010000.php]

        

        
          5.5 Objectivity

          Information is not always objective or balanced. It can tend to present a particular position of interest. You will learn
            the importance of developing a critical awareness of the positions represented in what you read and show how to take this
            into account when you interpret information.
          

          [http://www.open.ac.uk/safari/php_pages/s05t05p010000.php]

        

        
          5.6 Method

          This section introduces you to indicators that can point to the reliability of the information you have found.

          [http://www.open.ac.uk/safari/php_pages/s05t06p010000.php]

        

        
          5.7 Provenance

          This section introduces the concept of ‘provenance’ – where a piece of information comes from, and who produced it. This can
            give us clues as to how reliable it is and provides credentials for that information that support its status and perceived
            value.
          

          [http://www.open.ac.uk/safari/php_pages/s05t07p010000.php]

        

        
          5.8 Timeliness

          This section looks at the issue of time – the date when information was produced or published, which can be important when
            judging the quality of the information.
          

          [http://www.open.ac.uk/safari/php_pages/s05t08p010000.php]

        

        
          5.9 Summary

          You will be provided with an opportunity to bring together all the details you need in order to make a judgement about the
            value of the information you are collecting.
          

          [http://www.open.ac.uk/safari/php_pages/s05t09p010000.php]

        

      

      
        6 Organising information [Recommended duration: 2 hours]

        
          6.1 Overview

          Section 6 discusses the importance of organising information systematically and suggests a number of methods and techniques.
            It introduces the principles and practice of effective citation, the presentation of bibliographies and the use of social
            bookmarking.
          

          This section will help you to understand the importance of organising the information you have found. It will also help you
            describe how to use bookmarks or favourites for web resources. You will be introduced to systems that may be useful to you
            and learn how to reference your work and produce a bibliography.
          

          You will find this section useful if you are currently involved in project work or longer assignments.

          The activities in this section may take up to two hours to complete. Some require you to use paper and pen to make notes or
            record your thoughts.
          

          [http://www.open.ac.uk/safari/php_pages/s06t01p010000.php]

        

        
          6.2 Why organise?

          This section is based around a scenario, which helps you focus on the issue of organisation and the importance of keeping
            notes and records.
          

          [http://www.open.ac.uk/safari/php_pages/s06t02p010000.php]

        

        
          6.3 Ways to organise

          You will be presented with a variety of different methods people use to organise information. This is based on information
            given by a selection of students who are involved in preparing for lengthy assignments or projects.
          

          [http://www.open.ac.uk/safari/php_pages/s06t03p010000.php]

        

        
          6.4 Social bookmarks

          This section focused on social bookmarking – making use of ‘favourites’ or ‘bookmarks’ features that allow you to save some
            of your favourite sites. You will be shown how to use these features effectively.
          

          [http://www.open.ac.uk/safari/php_pages/s06t04p010000.php]

        

        
          6.5 Citing references

          Writing an assignment often means referring to the work of other people in order to support your ideas and illustrate the
            arguments you are putting forward. You will be shown how to acknowledge the work of others – a process known as ‘citing’.
          

          [http://www.open.ac.uk/safari/php_pages/s06t05p010000.php]

        

        
          6.6 Bibliographies

          You will learn more about bibliographies – why they are important and how to put them together.

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s06t06p010000.php]

        

        
          6.7 Summary

          Section 6 has looked at the importance of organising your information and the tools available to help you store that information.
            You have also been introduced to social bookmarking, citing references and creating bibliographies.
          

          [http://www.open.ac.uk/safari/php_pages/s06t07p010000.php]

        

      

      
        7 Where do I go from here? [Recommended duration: 3 hours]

        
          7.1 Overview

          Section 7 suggests some ways in which the information skills introduced in the course can be further developed and maintained.
            It also discusses ways in which information can be shared within the academic community and how to maintain a working knowledge
            of developments in your subject area.
          

          Now that you have worked through the whole of Safari you will be aware of the skills needed to understand, categorise, find,
            evaluate, organise and present information. You will also realise that as well as being useful – now and in the future – for
            any academic study or structured learning, these skills can be very useful in everyday life. So, the next challenge is how
            to maintain and develop these skills – especially when you are not actually taking courses that involve you in using those
            skills. You may be thinking ‘where do I go from here?’ This section is designed to answer that question.
          

          As with the other parts of Safari there are exercises and activities to be done in the course of this section so make sure
            you have a pen and paper handy.
          

          The activities in this section require you to use paper and pen to record notes and thoughts. They may take up to two and
            a half hours to complete.
          

          [http://www.open.ac.uk/safari/php_pages/s07t01p010000.php]

        

        
          7.2 Sharing information

          This section provides you with information on how you can share the information you have collected with others, by using and
            expanding your networks.
          

          [http://www.open.ac.uk/safari/php_pages/s07t02p010000.php]

        

        
          7.3 Electronic communication

          This section looks at the importance of electronic communication, such as mailing lists and newsgroups. It shows you how they
            can provide you with the opportunity to contribute to discussions, share information and interact about developments in your
            own particular field.
          

          [http://www.open.ac.uk/safari/php_pages/s07t03p010000.php]

        

        
          7.4 Keeping up-to-date

          You will be considering the importance of keeping up-to-date in your chosen field or subject area – a process known as ‘current
            awareness’.
          

          Note: some of the links provided are to library resources, which may require passwords. It is possible that your own university,
            college or organisation may be able to provide you with a password, so you will need to contact them direct for assistance.
          

          [http://www.open.ac.uk/safari/php_pages/s07t04p010000.php]

        

        
          7.5 Summary

          Section 7 has introduced some of the tools and techniques you might use if you want to share and communicate your knowledge
            and opinions. It has also shown you how to maintain an up-to-date working knowledge of developments in your own subject area.
          

          [http://www.open.ac.uk/safari/php_pages/s07t05p010000.php]

        

      

    

  
    
      Conclusion

      This free course provided an introduction to studying Computing and IT. It took you through a series of exercises designed
        to develop your approach to study and learning at a distance and helped to improve your confidence as an independent learner.
      

    

  
    
      Keep on learning

      
        [image: ]

      

       

      
        Study another free course

        There are more than 800 courses on OpenLearn for you to choose from on a range of subjects. 
        

        Find out more about all our free courses.
        

         

      

      
        Take your studies further

        Find out more about studying with The Open University by visiting our online prospectus. 
        

        If you are new to university study, you may be interested in our Access Courses or Certificates.
        

         

      

      
        What’s new from OpenLearn?

                             Sign up to our newsletter or view a sample.
        

         

      

      
        
          For reference, full URLs to pages listed above:

          OpenLearn – www.open.edu/openlearn/free-courses                 
          

          Visiting our online prospectus – www.open.ac.uk/courses                 
          

          Access Courses – www.open.ac.uk/courses/do-it/access                 
          

          Certificates – www.open.ac.uk/courses/certificates-he                 
          

          Newsletter ­– www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter                 
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      Don't miss out:

      If reading this text has inspired you to learn more, you may be interested in joining the millions of people who discover
        our free learning resources and qualifications by visiting The Open University - www.open.edu/openlearn/free-courses
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