
MAKING 

NOTES



Making NOT taking notes

 Taking notes is a passive uninvolved
activity which leave you with little or NO 
knowledge

 WHY? – Taking notes just involves
recording information with little or no 
alteration, reflection or cross-referencing

 Any literate person can take notes –
making notes requires thinking and 
active involvement…



WHY SHOULD YOU 

MAKE NOTES?

1. As a record of learning

Your test/exam will not take place right away. 

Sometimes it takes several weeks if not months until

you have a test or an examination. 

Therefore you need to retain

records on what you learned!



WHY SHOULD YOU 
MAKE NOTES?

2. To aid understanding
Your understanding of a given 
topic will only improve if you 
think about and ask questions 
about it. Understanding is not 
an organic process which 
occurs simply because you 
write something down. 
Understanding takes place 
when you think about and 
ask questions of the area of study. 



WHY SHOULD YOU 
MAKE NOTES?

3. To sort out ideas

In the short term you may require notes to help you sort out 

and shape your ideas and thinking. 



WHY SHOULD YOU 
MAKE NOTES?

4. To aid planning
If you have been set an essay you will need to note 
down key points and ideas you wish to include in 
your work. This is where
you will  be forced to
assess your under-
standing and  
recognize where 
there are gaps in 
your learning.  
Good notes = good essay!



HOW TO MAKE NOTES

Everyone learns differently and you will have your 
own note-making preferences.

However, do try to work outside

of your ‘comfort zone’ 

occasionally and experiment 

with techniques that are 

unfamiliar to you. 

You may surprise yourself! 



HOW TO MAKE NOTES

Ask this question first:

 What is the purpose for making these 

notes?

The answer to that question will give you a 

hint on what kind of notes you should make.



HOW TO MAKE NOTES

1. SUMMARY NOTES

 These are condensed 

versions of the original 

text and are often in 

prose. 

 Summary notes will be 

enhanced if you 

highlight the key words 



HOW TO MAKE NOTES

2. BULLET POINTS

 These are probably the most 

popular form of notes and 

possibly the least inspired. 

They do encourage you to 

keyword and to use headings 

and subheadings. They are 

good for speed and for 

when you are recording a 

lecture or discussion. 



HOW TO MAKE NOTES

3. THE OUTLINING METHOD
1. During a lesson, begin your notes 

with a single bullet point and write 

the main topic. 

2. Place the first subtopic below and 

indented slightly to the right. 

3. List any details below your heading 

and slightly to the right. 

This method is most useful when 

learning about topics that include a lot 

of detail.



HOW TO MAKE NOTES

4. CORNELL METHOD

1. Use the main notes section to take 
notes during class.

2. Use the cues section to review your 
notes. After class, write down things 
you’ll need to remember and a 
prompt for each. You can also use 
this section for vocabulary words and 
study questions.

3. In the summary segment at the 
bottom, write a summary of your 
notes. This is where you will highlight 
the main points.

Link: Cornell Method

https://en.wikipedia.org/wiki/Cornell_Notes#Overview_of_method


HOW TO MAKE NOTES

5. MAPPING METHOD
1. While in class, begin the map 

with the main topic.

2. Branching off the main topic, 
write a heading for each of the 
subtopics.

3. Write any important notes 
underneath each subtopic.

4. Continue the pattern.

This technique is useful when learning 
about relationships between topics. 

Link: Mapping Method

https://uwosh.edu/car/wp-content/uploads/sites/37/2018/01/The-Mapping-Method-1.pdf


HOW TO MAKE NOTES

6. CHARTING METHOD
1. When information about a 

category is mentioned, jot it 
down underneath the proper 
column. 

2. When the next topic begins 
move down one row and begin 
again. 

Charting note taking method uses 
columns to organize information. 
This method is useful for lessons that 
cover a lot of facts or relationships 
between topics.

Link: Charting Method

https://msliewsclass.weebly.com/charting-method.html


HOW TO MAKE NOTES

7. GRAPHIC: MIND MAPS

 In a Mind Map, information is structured in a way 

that mirrors exactly how the brain functions

– in a radiant rather than 

linear manner. A Mind Map 

literally ‘maps’ out your 

thoughts, using associations, 

connections and triggers 

to stimulate further ideas.



HOW TO MAKE NOTES

8. GRAPHIC: VENN DIAGRAMS

 A Venn diagram allows you to overlap ideas and 

works particularly well when comparing different 

factors.



HOW TO MAKE NOTES

9. GRAPHIC: KWL CHARTS

 A KWL chart helps you to plan your revision or 

learning before you begin. For example, when 

planning for revision, list all the topics you think you 

know and all those 

you want to learn 

and after each 

revision session 

add to the What 

you have 
learned box.



HOW TO MAKE NOTES

10. GRAPHIC: FISHBONE DIAGRAMS

 Fishbone diagrams 

(Ishikawa diagrams)

look like the skeleton

of a fish and encourage 

you to list features or 

causes of an event on 

parallel lines.



WHAT TO DO WITH NOTES

1. ORGANIZE YOUR NOTES

 Invest in some folders and files

 Take time once a day to sit down and sort

notes from the day – This will SAVE lots

of time!!!



WHAT TO DO WITH NOTES

2. PROCESS YOUR NOTES

This is a reflective exercise and is useful in establishing 

the worth of the notes you have made. 

 Will they be useful in the future?

 Where should they go in my file?

 Do they need rewriting?

 Do they need a summary sheet?

 Should they be in a different format?

 Should they be typed?



WHAT TO DO WITH NOTES

3. REVISIT YOUR NOTES!

 Make this part of your note-making routine and 

have a review section in your file which 

necessitates revisiting your notes and in some 

instances revising and adding to them.



GOOD LUCK!

Here is a link to five modern note-taking methods. It’s

worthwhile to look at them and see how you can

improve your study skills…

LINK: FIVE EFFECTIVE NOTE-TAKING METHODS

https://www.oxfordlearning.com/5-effective-note-taking-methods/

