
Greenbrier High School Greenbrier High School 
Media Center OrientationMedia Center Orientation

Media Center Hours 
Monday - Friday 

7:15 a.m. – 3:30 p.m.
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Media StaffMedia Staff



Media Center ProceduresMedia Center Procedures

� All students must sign in at the circulation 
desk upon entering the media center unless 
you come with a class.

� Passes must be put in the basket at the 
circulation desk.

� The pass should include student name, date, 
time, and teacher signature.

� All students should sign out when preparing 
to leave the media center.



Lunch StudentsLunch Students

� Students are welcome to come to the media center 
before going to the cafeteria for lunch to work on 
projects, read, check out a book or use the school 
store.

� Lunch students must have a pass from their 4th

period teacher. The exception is “A lunch.” “A 
lunch” students may ask for a pass from their 3rd

period teacher.
� Classes have priority on the use of the computers 

in the media center during 4th period.



Media Center PoliciesMedia Center Policies

� All materials must be checked out before 
leaving the library. 

� Students may have up to 5 books checked 
out at any one time. 

� Return material on the due date or you will 
be charged a fine.

� Loan Periods:
� Regular book – 10 school days
� Reference – overnight
� Magazine - overnight



Media Center PoliciesMedia Center Policies

� Students must pay to print in the media center 
unless you come with your class.

� There are two laser printers on the circulation desk 
and one color laser printer next to the circulation 
desk.

� Printing costs:
� Black and white text - .10 pp
� Black and white pictures - .25 pp
� Color Printouts – 1.00 pp

� When printing PowerPoint,
print handouts or notes pages, 
not slides.



Saving your workSaving your work
Always save in more than one place and save often!Always save in more than one place and save often!

� USB device
� Click “file” then “save as.”

� In the “file name” box, type e: and press enter.
� Your USB device is now open.  Name your file 

and click “save.”

� Do not save to the desktop of the 
computer.  Your work will not be there 
when you return.



Opening your workOpening your work

� USB device
� Your USB device should open after you insert it in the 

USB port.  If your device does not open:
� Click “file” then “open”
� In the “file name” box, type e: and press enter

� CD
� Your CD should open after you insert it into the correct CD 

drive.  If your CD does not open:
� Click “file” then “open”
� In the “file name” box, type d: and press enter

� Do not save to the desktop of the computer.  Your 
work will not be there when youreturn.



Problems opening your work?Problems opening your work?

� If your file will not open, you might have 
created it with a different program or a 
newer version of Microsoft Office.

� We currently have Microsoft Office 2003 in 
the media center.

� If you are using a new version of Microsoft 
Office or another word processing program 
at home, save your work as a Word 97-2003 
file before you leave home.



Media Center RulesMedia Center Rules

� Food, gum, and drinks are prohibited.
� Only four students per table.
� Do not move tables or chairs.
� Appropriate behavior is expected.
� The Internet is to be used for classroom 

assignments only.  No music and no games.
� Leave book bags on the shelves at the door.



ConsequencesConsequences

� Library fines: 5¢ per day for books; 25¢ per day for 
reference materials.

� Inappropriate behavior:Students may be removed 
from the media center and face suspension of media 
privileges for inappropriate behavior.

� Inappropriate Internet use:Students will lose all 
Internet privileges for inappropriate Internet use.



GHSGHS’’ ss Media Center CollectionMedia Center Collection

� Fiction
� Non-Fiction
� Biographies
� Story Collection
� Reference
� Magazines



FictionFiction

� Fiction is organized alphabetically by the 
author’s last name.

� Books in the Short Story Collection have an 
“SC” label on the spine.  These books are 
fiction and are also organized by author’s 
last name.

� FOR - Foreign Language books are 
available in the reference section.

� Pbk refers to books on the paperback rack.



NonNon--FictionFiction
Organized by the Dewey Decimal System

� 300 Social Science

� 200 Religion
� 100 Philosophy

� 000 General Reference
� B Biography

� CI Current Issues
� CAR Career

� REF Reference

� 900 History

� 800 Literature
� 700 Fine Arts

� 600 Applied Science
� 500 Pure Science

� 400 Language



Reference SectionReference Section

� Reference materials may be checked out 
overnight if classes are not using them.

� Reference materials are marked with “REF” on 
the spine.

� The reference area covers all Dewey categories 
from 000 to 999.



Searching for BooksSearching for Books

� You can search our online library catalog by 
clicking the “Library Search” icon on the 
desktop of each computer. 

� You can search for books online at 
http://destiny/ if the icon is not present on
your classroom computer.



Searching for books

Select “Greenbrier High School” to 
search for books in our collection.



Searching for books

•Type your search terms in the “find” box.

•Click “subject” to search by subject or topic.

•Click “Title” to search for a book by title.

•Click “Author” to search for books by a specific author.

•Click “Keyword” to search for books by keyword.



Searching for books

•Your search results will be listed by relevance to search terms

•Click on the title of the book for more information 

•This screen shows you where the book is located in the media center 
and if the book is currently in or checked out to someone else



PINESPINES
http://http:// gapines.orggapines.org
� Can’t find a book you were looking for?

� PINES allows you to search for materials located 
in any public library in Georgia.

� It can be used from home or from school.
� You must login as “GUEST.”
� A link may be found on the media center’s home 

page.



School StoreSchool Store

� The media center houses the GHS school store.

� A small example of the items we have for sale:
� 2 GB USB storage device - $15.00
� Composition notebooks - $1.75
� Notebook paper - $1.50
� Batteries - AA & AAA
� Pens, Pencils - $.25 & $.50
� Posterboard - $1.00
� DVD / CD



SchoolSchool’’ s Websites Website

� Most information about the school can be found 
on the school’s website; for example,

� Calendar – for all school events,
� Academics – for your teachers’ webpages,
� Media – information about the media center,
� Guidance – information about your guidance 

counselor, scholarships and other important 
information.

� Resources – important links for you and your 
parents.



GHSGHS’’ ss WebsiteWebsite
http://www1.ccboe.net/gbh/index.htmhttp://www1.ccboe.net/gbh/index.htm



Research ResourcesResearch Resources

� GHS has many online resources for you to use for 
research. They may be accessed from home as 
well as at school. You can find links for these 
resources on the school’s website.  Passwords may 
be found in the media center.  

http://www.ccboe.net/gbh/resources/research.html



Research ResourcesResearch Resources



Scholarly ResearchScholarly Research

� Why is it important to use our online 
resources rather than always depending on 
an Internet search engine?

� Reliability of information is important, 
especially for scholarly research.  

� Scholarly research usually requires the use 
of peer-reviewed journals. Click on the 
following link for a good definition of peer-
reviewed journals: 
http://www.library.uiuc.edu/alx/peer.htm.



GooglGoogle

� Google is currently the most popular search engine 
used by our students.  

� Consider doing a title search in Google rather than a 
keyword search to limit your hits. Type
intitle:your topic on the Google search line.

� Pay attention to the extensions in the URL:  .gov, 
.edu, and .org are preferable over .com for scholarly 
research. 

� Anyone can publish on the Internet. Some websites 
are inaccurate; e.g.: http://zapatopi.net/treeoctopusis 
a totally bogus website.



Tips for Evaluating ResourcesTips for Evaluating Resources

� Reliability:  Can the information be relied 
upon for accuracy?

� Author:  Who wrote the information and 
what sources did he or she use?

� Validity: Is the information based on truth 
or fact?  Are assumptions correct from 
which information is inferred?

� Currentness:  Is currentness important to my 
topic?  If so, note the date of publication.

� Bias:  Is the information objective or 
biased?



Scavenger HuntScavenger Hunt

� After you finish reading this powerpoint, please 
familiarize yourself with our online resources 
through the use of our scavenger hunt.  Click on 
the link on the media home page to print out a 
copyif you do not have one already.



� If you need assistance, please don’t hesitate 
to ask for help from any member of our 
media staff.

� Have a great year!

Click on this link to go to the Research Resources webpage to work on the 
scavenger hunt.
http://www.ccboe.net/gbh/resources/research.html


