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How to take digital research notes

· By creating digital notes, you will save a ton of paper, and you will preorganize your research to make it easier to use.  Make a folder with your topic/paper title and save all pages you  make into that folder.

· Create a new word doc for each resource.  Title it with your topic/title and the name of the resource.  For example, Bionics/World book Online.
· If you link to websites via World book, then you will make a new page for each website. If you use an ebook, you will make a separate file for each book.

· Copy and paste the URL for each web page you use and date stamp it. Click Insert > Select date/time > Select  the proper format (day month year) and Click OK.
· List any bibliographic info that you have readily available: Web page title, Author, and date of the last update.
· Copy and paste any information or articles directly into your word doc. Make sure to put the text within quotation marks to remind you that it is not your own work. While the content is fresh in your mind, write a summary of any information you think is useful. Use a different font or format for your summaries so that you can easily identify it as you review your notes. This will pay off later when you are reviewing your notes before writing your first draft.

·  Maintain copies of your notes and drafts in at least two secure locations. I suggest that you save a copy to your PPS student file and email a copy to yourself or save a copy on a jump drive when possible; don't just rely on your hard drive or pen drive. 
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