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…scan documents
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Scanning means glancing over a document quickly to find the information you are looking for. You scan a telephone directory to find a number, and the index of a catalogue to find out which page has the information you need. The point of scanning is to find information efficiently and quickly, without reading large chunks of material.

Before you begin to scan a document, think about your purpose and audience.

· What do you need to know?
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How much detail do you need? 

· Who is it for?

When you are scanning a book, check:

· the contents list

· list of diagrams/tables/pictures

· chapter headings

· index

· bibliography/list of resources/
websites.

Try this! 

List times when you might have to scan a book for information instead of reading it.
1

2

To scan a piece of text, look for:

· key words about your subject

· first or 'topic' sentence of paragraphs

· headings

· numbers, bullet points

· different font sizes and types, e.g. italic, bold, underlined
· the words 'first', 'second' and 'third', etc.

Try this! 

Read each question and scan for the answer in the text below. Jot down your answer under the question.

1 What is video conferencing?

2 What is a one-to-one meeting?

3 What could a one-to-many conference be used for?

4 What is desktop video conferencing?

5 Which type of set-up is suited to large formal meetings? Why?

Video conferencing

Video conferencing encompasses a range of technologies. Often it is not just video and audio that is transmitted, but also data. This allows people to work together using programs such as excel. Video conferencing may be:

One-to-one meetings, also known as point-to-point communications, usually involving full two-way audio and video. 

One-to-many involving full audio and video broadcast from the main site, where other sites may be able to send audio. For example, in a lecture situation, students could ask questions. 

Many-to-many, known as multi-point communication, provides audio and video between more than two sites. With most multi-point systems only one site in a conference can be seen at a time, with switching between sites either controlled manually or by voice activation (i.e. the loudest site is on screen).




The most common forms of video conferencing are: 

desktop video conferencing – usually a small camera is located on top of the PC or workstation monitor. The actual video is usually displayed in a small window, and shared applications, such as a shared whiteboard, are often used. 

studio-based systems – a studio is specially equipped for video conferencing. This will normally include one or more cameras, microphones, one or more large monitors, and possibly other equipment such as an overhead camera for document viewing. Usually used for more formal meetings. In practice a ‘studio’ may not be a dedicated room, but a standard seminar room with portable equipment that can be set up when required. 

Adapted from: http://www.agocg.ac.uk/brief/vc.htm

Go to the appropriate section of the book and read the first paragraph. This will often give you an idea of what’s in the chapter. The last paragraph will sum up what the chapter has been about.





May lead you to other useful resources.














Can they give you some information about your subject?





Sum up what the chapter is about.





Lists where names and subjects are found within chapters.








