Creating a Resource Table 
We will only focus on saving photographs here, however, the process for saving any type of primary resource (e.g., audio files, video files, maps, documents) would follow similar steps. Before we begin saving primary sources, we need to establish some type of management system. One useful, easy technique is to create a table in a Word document to hold the necessary information in order to find the source again, or quickly determine what resources we have collected for our classroom. 

To create a table: Depending upon the version of your word processor the directions may vary.
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A rural school house with school children and horses around it. The school house has a flagpole at the comer, flag flying and boy standing on roof. Girls seated on fwo horses in front of school and a
‘buggy to the side with cight children in it. People and location not given, ikely in North Dakota.
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Click on the INSERT TAB choose TABLE and then INSERT TABLE
2.   
Use the up/down arrow keys to choose the number of columns and rows you want (4 columns—5 rows)

3.
Click OK -The table is now inserted into your document.

4.
Label the columns:

· First Column – Image

· Second Column - Description
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Third Column - Citation

· Fourth Column – URL

5.
To control the size of the cells in your table, place the cursor


 in one of the cells. 
· [image: image4.png]Ml DI1] - Notepad
e Edt_Format View Help

<IDOCTYPE HTML PUBLIC "-//w3C//DTD HTML 4.01 Transitional//EN">

<HTML>
<HEAD>
<TITLE>VM92-000547</TITLE>
<META_HTTP-EQUIV="COntent-Type” CONTENT="text/html; charset=is0-8859-1">
<script, typecText/Javascript src=/global /triggerparans. Js ></5cr Pt <SCript type='text/javascript’ src='/global/stdiauncher. Js ></scripto<script ©
<body bgcolor="#FFFFff">

<table border=4><tr><td><a href="/ammen/anmenhone. htm1"><img src="/ammem/amnemicon. gif"></a></td><td><A HREF="/cgi-bin/query/p?hh:11:. /temp/~amnem_7VXS: :e€@n
2TSTg, oryd: hawp  SUFFTG D, bt 1 1er b B aw, awliot by Sgpr TG, ur a5 <85 NEXT <8</ As<)/ <ot a11ancentero<a hiet="cai-bin/query/dzanz, eas, aaeo, aaodyssey
></tds<td align=Centersa hréf="/anmen/mdbquery. html *><strong>NEW SEARCH</STrong></a></td></tr></table><p><b><a href="/ammen,/awardo7/ndfahtml/ngphome. html ">T
<g>Ttem 12 of 958 </B><HR>

<font size="-1"><1>C1ick on picture for larger image, full item, or more versions.</I></font><tt>&nbsp;&nbsp;</tt><a href="/cgi-bin/ammenrr. p17title=%3ca%20h
<A HREF="/cgi-bin/query/T7ng /temp/~ammen_7VX5: }displayType=1:m856sd=ndfahult :n8565F=b272:@eendb=nanz, eaa,aaeo, azodyssey,hh, gottscho, bbpix, bbcards ,magbe
<b>Reading and 'riting and ‘rithmetic : taught by the tune of a hickory stick.</b><p>

<B>CREATED/PUBLISHED</B><BR> [190-7]<P>

<B>SUMMARY</B><BR> A rural <b>school</b> <b>house</b> with <b>school</b> children and horses around it. The <b>school</b> <b>house</b> has a flagpole at the
<B>NOTES</B><BR>Title taken from label with print. <p>"Fred Hultstrand copy of glass plate from Howard Berg collection, Devils lake, N.D. Copied Sept. 2, 196
<P2<8SUBJECTS B <8R <A HREF-"/cgi-bin/query/r aimen/nanz, eaa azeo, azodyssey  hh, goTtscho bbpix, bbcards magbell ber 1, Ibcoll  cdn,cic ) cunyhs cuar , consribib, coo
©1EFIELO(SUBy Eband Criural s chooTsyor thypakorar+1900+1908r+)) "> Rural schools--forth Dakota-—1000-1909; </-<8RS<A WREE~"/cgi-bin/glery/roamen/nanz eaa daeo
{Ec  detr  upbover bib, varstg. horyd, hawp, suffrg mwp,rbcn Terbib, auh, awhbib, sgproto wr ght 67 IELD(SUB3+Ehand (rschooTschi lar env+Nor thrDakotar+1900+1908++)3 ><b
1ieb,alad,mffbib,mcc,mymhiwebib,aipn,afcwip, Fawbib, omhbib, pan,vv,wpapos,psbib,pin,presp,qit,ncr ,afcoilbib,mesnbib, denn, runyon,wtc,detr ,upboverbib,varstg, hory
<P><B>RELATED NANES</B><BR><A HREF="/cgi-biNn/query/r7ammen/manz,éaa,aaed,aaodyssey, hh,gottscho, bbpix,bbcards, maghe11,ber1,1bco11, cdn, cic, cwnyhs , cwar , consrvbi
<P><B>MEDIUM</B><BR>1 photographic print : b&w ; 8 x 10 in.<8R>

<P><B>REPRODUCTION NUMBER</B><BR>120mm-0109 Copy neg.<BR>2028.272<8R>

<P><B>PART OF</B><BR>Fred Hultstrand History in Pictures Collection (NDSU, Fargo, N.D.) <8R>

<P><B>REPOSITORY</B><BR>North Dakota State University Institute for Regional Studies PO Box 5599, Fargo, ND 58105-5599 <gR>

<P><B>DIGITAL ID</B><BR>

ndfahult b272 <eR>

D e bor dotad><trx<td><a href="/ammen) anmenhone. htl“><ing src="/anmen/amlemicon. giF™></a></td> <td><A HREF="/cgl bin/query/p?hh:11: . /temp/~anmen_7VX5
B var5ta, horyd: hawp, SUF £ g, mwp  ber 1161 01b, anh, auhb 1D, SGpr0T0 Wi TGt <Bs. NEXT </B5</A></Tdherd a11gnocentero<a hPeTo®/cgi-bin)query/d2nanz, eas, aaes, aaodys
<Ja></tds<td align=Center>Za hreéf="/anmen/mdbquery. html *><5trong>NEW SEARCH</STrong></a></td></tr></table>

The following URL will result in display of this document -->

<
<

<script type="text/javascript’ src='/global/s_code. js'></script></body></html>
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Right click and choose TABLE PROPERTIES from the dropdown menu. 
· Click OPTIONS in the Dialog Box.
· A second Dialog Box will appear, click in the box in front of “Automatically resize to fit contents” to remove the checkmark and click OK.
· Click OK again to return to the table.
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Tips


* To move from cell to cell, use the tab or arrow keys or 
   


* To add a new row or column,

· Click in the row or column next to where you want to 
insert a new row or column.
  
· Right click 

· Choose the option you need to add rows or columns

For additional information about creating and using tables, search the help files located

in your word processing program.

Inserting an Image into a Resource Table 

It will help you to add a small version of the image (thumbnail image) to your resource table so that you can more easily identify sources you are looking for.

1. Locate the thumbnail on the web page where you found your image.

2. Place the computer’s mouse over the image. The arrow will change to a hand.

3. Right click and choose COPY
4. Open your Resource Table and click in the cell where the picture will be inserted.
5. Right click and choose PASTE

6. The thumbnail should appear in your Resource Table.
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Inserting image into Resource Table 

Now that you have the photo saved in your table, you can place it into a word processing document such as Microsoft Word, or presentation software such as Microsoft PowerPoint. The image can also be placed into a web page for use in instruction.
Saving a Permanent URL for a Primary Source
When using the digital collections, most of the resources will have the permanent URL in the address bar. Copy and paste the URL into your table.

Saving a Permanent URL from American Memory 

When you visit pages at the American Memory site, most of the resources you find appear by using a temporary URL generated by the search engine. If you bookmark the page using this temporary URL and try to come back to the same resource later, you will likely get an error.  So, how do you get a permanent URL for the item that you have found?  There are a few easy steps involved.  

1. Find the primary source that you want to copy (Look at the address bar , you should see “temp as part of the address)

2. Right click on the primary source page (make sure you are in the empty space). A menu will appear. 
3. Click on VIEW SOURCE


*you will see a new window with a bunch of computer code

4. Scroll to the bottom of the window . . . you will see the message:

<!-- The following URL will result in display of this document -->

<!-- http://memory.loc.gov/cgi-bin/query/r?ammem/ngp:@field(NUMBER+@band(ndfahult+b272)) -->
5. Highlight the URL underneath that line **starting with the http:// and including the ending parentheses “))”
<!-- http://memory.loc.gov/cgi-bin/query/r?ammem/ngp:@field(NUMBER+@band(ndfahult+b272)) -->
6. Click on the link and choose COPY 

7. Open your Resource Table 
7. Click in the cell where you want to insert the permanent URL 
8. Right click choose PASTE
9. Hit ENTER to make the link turn blue. It will now hyperlink you back to the Bibliographic page for your image.  
To create an active hyperlink:

1. Highlight the link that you just pasted

2. Click on the HYPERLINK icon under the INSERT tab. 
3. Make sure the address in the dialog box at the bottom matches the URL in your table

4. Click OK




Citing Primary Sources from American Memory 
The purpose of citing a primary source is to acknowledge the source of information and give as much detail as possible to find that primary source at a later date. The Library of Congress uses a variety of ways to cite primary source material.  

Sometimes a credit line is available.

First:

· Find the bibliographic page that contains your primary source

· Look under the Notes area

· Look for the words Cite as:

· Copy the credit line

· Paste it into your document

Second:

· Find the bibliographic page that contains your primary source

· Look at the line above the thumbnail of your primary source

· Click on “Rights and Reproductions”

· Scroll down to CREDIT LINE:

· Copy the credit line

· Paste it into your document (note: change the sample reproduction number or digital ID to the one specific to your primary source)
Third:

· Find the bibliographic page that contains your primary source
· Click on the name of the collection at the top of the bibliographic page 

· Scroll to the bottom of the Collection page
· Click on the Copyright and Other Restrictions link 

· Copy the credit line 

· Paste it into your document (note: if there is an “e.g.” in the credit line change the sample reproduction number or digital ID to the one specific to your primary source)
If credit line is not available:

· Follow the directions for citing sources using the MLA style

· Go to:  http://www.loc.gov/teachers/usingprimarysources/mla.html  
· Scroll to the type of primary source you are using

· Identify the information needed (ex. Author, title, date, etc.)

· Copy the example line into your document

· Fill in the information from the bibliographic page
Citing Primary Sources from the Library of Congress

The purpose of citing a primary source is to acknowledge the source of the information and to provide as much detail as possible so the primary source can be located at a later date. 
Click on the Cite This Item plus sign near the bottom the bibliographic page.

Copy and paste the MLA citation style into the table.

[image: image2.emf]
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Screen shot of Table Options from Microsoft Word 2007








