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acronym see example on page 78

acrostic see example on page 78

almanac a reference book that is a single volume of current facts, 
figures, tables, and lists

antonym a word that means the opposite of another word

antonym analogy compares two sets of words or objects that are opposites; 
for example, light : dark :: open : shut

atlas a reference book that is a collection of maps

aquamarine greenish blue

azure the color of a clear sky

bar graph a graph that uses bars to compare data or information

barley a type of cereal grain

bibliography an alphabetical listing (by author’s last name) of sources 
used to prepare and write a report or other paper

birch deciduous tree with white or gray bark, common in the 
Northern Hemisphere

category a grouping of things that are alike

cerulean sky blue

chart used to organize a large amount of information

chronological numerical order; first, second, third, and so on

cobalt deep greenish blue

column graph a graph that uses vertical bars to compare data or 
information

conifer plant that produces a seed within a cone
circle graph see pie graph

completion item see fill-in item

context clues
word clues that give the meaning of a word in the same or 
a nearby sentence; clues can be synonyms, antonyms, or 
definitions 

Glossary
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data information such as facts and numbers

definition context 
clue

the writer uses two or more words in a nearby sentence that 
give the definition of the word

description context 
clue

the writer gives describing words in a nearby sentence to 
help give the meaning of the word

diagram a drawing used to illustrate a concept

dictionary
a reference book in which words are listed in alphabetical 
order; also gives pronunciation, definition, and other 
information

direction word a word that tells what to do; Examples: compare, define, 
describe, list, explain, summarize

elm a hardy deciduous tree common in Europe, Asia, and North 
America

encyclopedia a reference book that contains articles on many topics; listed 
in alphabetical order

essay question
a question or statement that calls for an extended response 
(4 – 5 sentences); the response should be written in 
paragraph form

fill-in item an item that calls for the student to fill in a missing word or 
words

flash cards cards that are used to help memorize information

glossary an alphabetical listing of words and their meanings; usually 
found at the back of a book 

grouping putting things in lists or categories to assist in memorizing

horizontal flat or level

igneous rocks formed from molten rock that has cooled

index an alphabetical listing found at the back of a book; includes 
important terms, names, and illustrations found in the book

indigo deep blue named for the plant that the dye comes from

Glossary
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Internet a vast network of digital information that can be accessed 
by computers

key also known as a legend; tells what the symbol on a graph or 
map stands for

lanai porch

larder storage room for food

linden a type of deciduous tree found in temperate climates

line graph a graph that uses dots and lines to compare information 
over a period of time

main idea what the paragraph or selection is about

maple common name for a wide variety of deciduous trees that 
grow in the Northern Hemisphere

matching item an item that requires putting like things together; for 
example, a word and its definition

millet a type of food grain

mnemonic  
device

a strategy for remembering; examples of  
mnemonics include acronym words and sentences or  
rhyming

oak a type of deciduous tree that bears acorns as fruit

omnivore animal that eats both plants and other animals

organism a living thing

paraphrase put something in your own words

periwinkle purplish blue

permafrost frozen soil that never thaws

pictograph a chart that uses pictures or symbols to show information

pie graph also known as a pie chart or circle graph; it is divided into 
pie-shaped pieces

plagiarism the illegal use of another person’s words or ideas

Glossary



Summer Solutions© Study Skills T.E. Level 6

67

Help Pages

prefix parts added to the beginning of a word that change the 
meaning of the word

quinoa pronounced “keen wa”; a type of grain originally grown in 
South America

resources source of information; for example, dictionary, encyclopedia, 
thesaurus, Internet, almanac, atlas, etc.

rhyming
putting together words with similar endings, such as 
right – tight – might ; may be used to learn or memorize 
information

root word the main part of a word; stands on its own without a prefix 
or suffix

search engine a computer program that searches for different websites to 
locate information

source
a starting place; where information comes from; for 
example, book, encyclopedia, website, interview  
(see resources)

spelt a nutritious grain that is similar to wheat

strategy a plan for solving a problem or doing a task

suffix parts added to the end of a word that change the meaning 
of the word

summarize to restate only the main points or ideas in a selection using 
your own words

supporting details sentences that add to the main idea or topic sentence

synonym a word that means the same or nearly the same as another 
word

synonym analogy compares two sets of words or objects that are alike in some 
way; for example, happy : glad :: big : large

synonym context 
clue

a word clue that is a synonym for a another word within the 
text

table used to organize a large amount of information

Glossary
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table of contents an outline located near the front of a book; lists chapter 
titles (or major topics) and page numbers

thesaurus a reference book that gives synonyms, and sometimes 
antonyms, of words

timeline a way to organize events and dates; timelines can be 
horizontal or vertical

topic sentence sentence that contains the main idea; may come at the 
beginning, middle, or end of a paragraph

true or false item a statement that is either true or not true; if any part is false, 
the statement is false

velocity speed in a specific direction

Venn diagram a chart used to compare and contrast information (shows 
similarities and differences)

vertical up and down

vestibule lobby or entryway

visual clues illustrations, photos, or graphics that give clues about the 
meaning of what is written

water vapor water that has evaporated

website a place on the Internet that contains information in the form 
of pictures, text, videos, and sound

willow a type of deciduous tree with long, narrow leaves

World Wide Web a part of the Internet; sometimes used interchangeably with 
the word Internet
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Develop and use  
good listening  
skills.

Keep an assignment  
notebook or folder.

Have the right 
supplies.

Set goals.

Have a study 
buddy. Get plenty of sleep  

and eat a nutritional  
breakfast.

Manage your time; don’t wait until the last 
minute to complete assignments or study for 
a test.

Visit museums, zoos,  
aquariums, and other  
educational places  
that are also fun.

Use special strategies to help you memorize.

• Break up large amounts of  
information into chunks.

• Use rhyming, flashcards,  
and acronyms. FYI

Help Pages

Summary of Study Strategies and Suggestions

Read as  
much as  
you can.

Organize storage areas.

Use graphic organizers to 
summarize information.

Almanac

  2011 
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Listen carefully to  
all directions.

Underline key words in the 
directions.

words

 
 
 
Read  
every  
word of the test  
directions.

Go back over your work 
once you have finished 
the test.

Change an answer only if you are sure you 
have answered incorrectly.

underwa

Brainstorm ideas for essay items and 
organize your ideas before  
you start writing  
(use scrap paper).

Read each test  
question or statement 
carefully.

Write your answers 
neatly.

fish breathe 
with gills

Help Pages

Summary of Test-Taking Strategies and Suggestions

If there are multiple choices, 
cross out (if permitted) any 
answers that are definitely 
wrong,

   A       B       C       D

Know how much time you 
have and manage your time.  
(Do not spend  
too much  
time on any  
one item.)

Complete  
every item,  
even if you  
have to make  
a guess.
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Chart

Web

•	

•	

•	

•	

•	

•	

Table

Inverted Pyramid Venn Diagram

Graphic Organizers
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References

Almanac

  2011 

almanac
a book of current facts, published 
every year; contains facts, figures, 
tables, and lists 

atlas
a collection of maps showing 
continents, countries, oceans, and 
physical land features

dictionary

an alphabetical listing of words 
and their meanings; entries include 
pronunciation, part of speech, and 
word origin

encyclopedia

an information bank; contains articles 
written by experts and arranged in 
alphabetical order; articles cover many 
topics

Internet

an electronic network connecting 
computers all over the world; often 
used interchangeably with World Wide 
Web

big
enormous,

huge, immense, 
large, massive,

sizeable, thesaurus
an alphabetical listing of synonyms 
and antonyms; used to find substitute 
words and to build vocabulary
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Bibliography
A bibliography is a list of sources that were used in the preparation of a research document.  The 
bibliography is arranged in alphabetical order by author’s name.  The title of the book, magazine, 
or Internet article is included, as well as the publisher, date of publication, and sometimes page 
numbers.  Bibliography styles may differ slightly, and you should follow your teacher’s specific 
directions for setting up your bibliography.  Here are some guidelines and examples of how to list 
various sources.  The following use MLA format.  Some of the information listed here may not be 
available.  If the information is not available, just include as much as you can in the citation.
Book with One Author:
               Author’s Last name, First name. Title of Book. City: Publisher, Date.
     Example: 
               Lawry, Matthew. Fascinating Desert Life Forms. Dayton: Traders Press, 2004.

Book with Two or Three Authors:
               Author’s Last name, First name and additional author’s First and Last name(s). Title of Book.
                         City: Publisher, Date. 
     Example:
               Morris, Paul, Trudy Willis, and Marie Jenson. Hiker Meets Cactus. Chicago: Toads Press, 2008.

Encyclopedia:
               Author’s Last name, First name. “Title of Article.” Title of Encyclopedia. 
                         City: Publisher, year ed. 
     Example:
               Hernandez, Noreen. “Arid Biomes.” Universe Encyclopedia. New York: Green, Inc., 2006 ed.

Magazine Article:
               Author’s Last name, First name. “Article Title.” Title of Magazine Month year: page numbers.
     Example:
               Parched, Sandy. “My Days in the Sahara.” Geography and More March 2000: 23-29.

Internet Article:
               Author’s Last name, First name. “Article Title.” Website Title. Date of posting or date of last  
                         update. Site sponsor. Date you visited the website. <web address>. 
     Example:
               Greenberg, Tasha. “Desert Life.” Topics to Research. March 2006. International 
                         Geographics. Sept. 16, 2010. <http://topicstoresearch.com/biomes/desert.html>.  

Website with No Author:
               “Site Title.” Sponsor. Copyright date or latest update. Date you visited the website. 
                         <web address>.  
     Example:
               “Desert Days.” Environments Global. 2009. Aug. 23, 2010. 
                         <http://environsglobal.net/days/desert.html>. 
Personal Interview:
               Person’s Last name, First name. Kind of interview (personal interview or phone call). Date of 
                          interview. 
     Example:
               Jogan, James. Personal interview. February 20, 2007.
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Test-Taking Strategies
  
     Doing well on tests is a great goal, and there are many strategies to help you 

to do better.  A strategy is a tactic or a plan.  The best plan is simply to know the 

material.  If you have paid attention in class, done your homework, and asked 

for help when you needed it, you are probably well-prepared to take a test.  

Knowing the facts that you will be tested on will give you confidence.  And, 

when you believe in yourself, you usually do better!

Follow these three steps when taking any type of test:

Step 1: Listen carefully to the person giving the test.  If you are unsure 
about anything, ask questions before the test begins. 

Step 2:  Carefully read EVERY word in the directions.  This will help you 
to know exactly what you are expected to do. 

Step 3: Look for key words in the directions and test items.  If you are 
allowed to write on the test, highlight, underline, or circle the 
key words.  Here are some examples of key words: check, circle, 
classify, describe, number, select, underline, and write.
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Test-Taking Strategies (continued)
Multiple Choice

 A multiple-choice test has questions with several answer choices.  The 
test taker must choose the correct answer.  Usually, only one answer choice is 
correct.  These suggestions may help you to improve your score on multiple-
choice tests. 

 y Read the directions carefully.  Do the directions say to circle, fill in, or 
underline?  Do the directions tell you to choose one answer or select 
all that apply?  

 y Read all choices before you choose your answer.  If allowed, put a 
tiny x next to the choices that are definitely NOT correct.

 y Watch for words like always, all, or never.  These words are often 
found in wrong answers.

 y If an answer does not make sense, it is usually wrong.

 y If two of the choices are opposites, one is usually the right answer.

 y Answer every question even if you have to guess.  Do not leave 
blanks.

True or False

 Even though your chance of correctly answering a true or false test item 
is 50/50, this type of test can be very tricky.  Study the following strategies to 
help improve your odds. 

 y Read the entire statement before answering.  If any part of the 
statement is false, then the answer is false.

 y Words like not, or prefixes such as un- or dis-, can change the 
meaning of the entire statement.

 y Watch out for words like all, no, every, only, never, and always. These 
words usually make a statement false.

 y Words like some, many, usually, most, and sometimes are often found 
in true statements.

 y The word because sometimes makes the statement false.
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Test-Taking Strategies (continued)
 
Completion or Fill-in 
 A completion or fill-in question contains an item with a blank space.  Part 
of the statement is missing.  You must write an answer in the blank space.  Here 
are some tips for taking a fill-in test:

 y Listen to the teacher’s instructions carefully.  Find out if the size of the 
blank is related to the length of the answer.  Is there only one word per 
blank?

 y Write or print very clearly.  If your answer is not clear, it may be marked 
wrong.

 y Look for hints, such as spelling, in other items.
 y If you are not sure of an answer, take an educated guess!  You may get 

partial credit.
 y Finally, read the whole statement with your answer included. It should 

make sense and sound right.  If it does not, your answer is probably 
incorrect.

Read these sample test item .  The answers are in parentheses.

  1.          (Digestion) is the process in which food is broken down, so 
the body can absorb and use it.

  2.       Digestion begins in the      (mouth) when you chew 
and swallow.

  3.      The        (esophagus) is a food canal that leads to 
the      (stomach) where food is temporarily stored and mixed up 
with liquids and digestive juices.

Notice the clues.

 y The answer to item 1 is actually given and spelled correctly in item 2.  

 y Context clues “chew and swallow” let you know that the answer to item 2 
is “mouth.”
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Creating an Outline
 
     An outline moves from broad to specific, and the format alternates 
number, letter, number, and letter.  Each line is indented below the line above 
it; the details become more specific with each level.  Use Roman numerals for 
the main headings, capital letters for sub-headings.  Below capital letters, use 
numbers and then lower case letters.  In an outline, if there is a I, there must 
be a II; if there is an A, there must be a B, and if there is a 1, there must be a 2.  
There are always at least two of every heading or subheading, and there may 
be more.

Types of Forests

I. Coniferous (Taiga or Boreal Forest)
      A.  Locations
                     1.  Northern Europe
                     2.  North America
                     3.     Asia
                     4.  mountain ranges, such as Rockies and Alps
       B.  Climate
                     1.  short, warm and rainy summer
                     2.  extremely cold and snowy winters
       C.  Plant life
                     1.  large coniferous trees (fir, spruce, pine)
                     2.  hardy deciduous
                     3.  rich forest floor: mosses, lichens, ferns, wildflowers
       D.  Animal life
                     1.  large mammals: moose, elk, deer, bear, mountain lions, lynx, wolves
                     2.  other: birds, small mammals, few reptiles
                     3.     birds migrate and some animals hibernate during coldest time

II. Temperate (Deciduous)
        A.  Location
                     1. Eastern United States
                     2. New Zealand
                     3. Europe
                     4. China
                     5. Japan
         B.  Climate
                     1. four distinct seasons
                     2. short, mild winters
                     3. trees lose their leaves in fall 
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Creating an Outline (continued)

             C.  Plant life
                               2. tall trees: cedar, elm, oak, maple, etc.
                               3. wildflowers, green plants
            D.  Animal life
                               1. large mammals: deer, black bear, wolves
                               2. other: birds, reptiles, amphibians, small mammals
III. Tropical Rainforest
           A. Location 
                               1. at or on the Equator only
                               2. Africa
                               3. Asia
                               4. Australia
                               5. Central & South America
           B. Climate
                               1. warm, moist and humid
                               2. very high precipitation
                               3. no seasonal changes
           C. Plant life
                               1. lush, green trees
                               2. plants grow in layers
                                           a. emergent
                                           b. canopy
                                           c. understory
                                           d. forest floor
           D. Animal life
                              1. vast variety of insects
                              2. exotic birds
                              3. mammals: bats, monkeys
                              4. snakes, frogs, lizards
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How to Write an Acronym

An acronym is a word that is formed from the first initials of the items that need 
to be memorized. Example: BLT for “bacon, lettuce, and tomato”

Step 1: List the items that you need to memorize.
Step 2: Underline the first letter of each item.
Step 3: Arrange the underlined letters to form a real word or a 
               nonsense word.  Here are some examples:

 y  Nonsense word: NASA (an acronym for National Aeronautics and Space 
Administration)

 y  Real word: HOMES (stands for the names of the Great Lakes (Huron, 
Ontario, Michigan, Erie, and Superior).  

How to Write an Acrostic

An acrostic is a sentence in which the beginning letters of each word match 
the letters of an item to be remembered.  For example, “Any skunk is a pest” for 
names of the five oceans (Arctic, Southern, Indian, Atlantic, Pacific)

Step 1: List the items that you need to memorize.

Step 2: Underline the first letter of each item.

Step 3: Arrange the underlined letters to form a sentence that is
               easy to remember.
Here are some examples:

 y  My Very Educated Mother Just Served Us Nachos.  This helps you to 
remember the names of the planets in order from the sun: Mercury, Venus, 
Earth, Mars, Jupiter, Saturn, Uranus, and Neptune.

 y  Eat An Apple As A Nighttime Snack.  These beginning letters can help 
you to remember the names of the seven continents: Europe, Antarctica, 
Africa, Asia, Australia, North America, and South America.
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Cause and Effect

An effect tells what happened.  The cause tells why it happened.
Example:      Cause;  There was a blizzard overnight, 
                          Effect;  and the roads are closed today.

Ask yourself, “What happened?”   The roads are closed.  (Effect)  
Ask yourself, “Why did it happen?”  There was a blizzard overnight.  (Cause)

A cause may have more than one effect.
Example:   Cause;  There was a blizzard overnight,

                                  Effects;  so the roads are closed today and 
                                                  snow plows have to work overtime.

An effect may be the cause of something else.
Example:     Cause;  The roads are closed today; 

                                    Effect;  therefore school is canceled.
                                    Cause;  Since school is cancelled,
                                    Effect;  we are taking our sleds to the park.

blizzard  roads closed  schools canceled  sled rides in the park

Sometimes special clue words and phrases can signal a cause or effect.

as a result of consequently hence so thus
because due to since therefore

Remember, the order of cause and effect statements can change.  Either can 
come first in a sentence.

Example:      Cause: The oven got too hot, 
                                    Effect:  so the cookies burned.
                                    Effect:  The cookies burned
                                    Cause:  because the oven got too hot.
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You can use context clues to figure out the meaning of a word.  
Context clues are the words that come before or after the unknown word.
Sometimes the author will give the definition of the new word by using  
synonyms.

Example 1:  The farmers get fair remuneration, or payment, 
                         for the goods they provide.

The context clues let you know that remuneration must mean payment.

Example 2:   Margo’s biggest gaffe was that she called the 
                         teacher by her first name.  That was a mistake!

You can tell that gaffe means mistake.  The next sentence says exactly that.  
Also, you probably know that calling a teacher by her first name would be a 
mistake.

Sometimes the author will hint about the meaning of the word by  
using antonyms.

Example 1:  Claire was actually garrulous this morning.  Usually
                        she barely speaks.

The context clues let you know that garrulous must mean the 
opposite of barely speaks.  So, garrulous must mean talkative.

Example 2:  When the teacher was gone during recess, the 
                        kindergarten room was chaotic!  I longed for my 
                       own peaceful, quiet classroom.

You can tell that chaotic means the opposite of peaceful and quiet.  Also, you 
can imagine recess in a room full of five year olds without their teacher.
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Context Clues (continued)

If you cannot figure out the meaning of a word, it’s a good idea to first decide 
what part of speech the word is.

Example:   Dr. Foster had photos of beautiful tetras in his office.

Which of these tells the meaning of tetras?   
acrobats   cooking   fish   jumps

This sentence doesn’t tell you what tetras are, but you can tell that tetra is a 
plural noun.  So it is probably not cooking or jumps.

Read the next part:  Tetras are so brightly colored!  Imagine  
                                        seeing them swimming in large schools in the 
                                        clear rivers of South America.

Which of these tells the meaning of tetras?  
acrobats       cooking       fish       jumps

The context clues ― swimming in large schools in the clear rivers of South 
America — tell you that tetras must be a type of colorful fish.
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Analogies

An analogy is a way of comparing things.
Here is an example:        mayor : city :: governor : state
You say, 

“Mayor is to city as governor is to state.”
To solve an analogy, you need to figure out what the relationship is  
between the two words.  
A mayor is the leader of a city.  A governor is the leader of a state.

Here is another example:    lamb : sheep :: calf :                  

          What is the relationship?     A lamb is a baby sheep.
                       horse        piglet         cow         kitten

The missing word must be cow because a calf is a baby cow.

In an analogy, the words may be compared in many ways.
The words may be synonyms.  

Example:   happy : joyful :: tall : high
Happy and joyful are synonyms.  Tall and high are synonyms.

The words may be antonyms.  
Example:    thin : thick :: rich : poor
Thin is the opposite of thick.  Rich is the opposite of poor.

One word may describe the other.
Example:   bright : sunshine :: prickly : porcupine
Sunshine is bright.  A porcupine is prickly.

One word may name a part of the other.
Example:   wheels : bicycle :: legs : table
A bicycle has wheels.  A table has legs.

One word may be in the category or group of the other.
Example:   rabbit : mammal :: orange : fruit
A rabbit is a type of mammal.  An orange is a type of fruit.
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Symbol Meaning

w/ with

w/in within

w/o without

/ per

> greater than,  larger, more than

< less than, smaller, fewer than

x times

- minus

+ or & and or plus

= equals

# number

e.g. for example

cont’d continued


