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Digital Note Taking
Create Your Citation: EasyBib

Online Guides:  MLA or APA or Online Writing Lab
	Step 1: Save This Form to Your Student Drive    File > Save As > Computer > Your Drive (look for your username)
Select a file name based on your specific topic, question or information source.

Save file periodically as you continue to work with it.  Save each digital note with a different file name.

	Step 2: Research Topic or Question
What information are you looking for? What question are you trying to answer?


	Step 3: Works Cited Information



	Step 4: Direct Notes 

This is the information taken directly from your source. You CAN NOT use this information in your paper without paraphrasing or quoting it.


	Step 5:  Paraphrase 

Restate the information from Step 4 in your own words.  Do NOT use more than 3 or 4 words in a row from your direct notes. Give credit to the author by using parenthetical documentation.


	Step 6: Quotes I Plan to Use
A quote provides textual evidence. Give credit to the author by using parenthetical documentation.


	Step 7: Your Original Thoughts and Reflections

Thinking about the information you collected in the above boxes, write your own thoughts and make connections to other notes, information or ideas.



	Step 8: Check List for Digital Note Taking 

If you can answer yes to all of the following questions, delete Step 8, then Save and (if needed) Print 
· Have you used a separate Digital Note Taking page for each source/question?  

· Does each page include a complete citation?  

· When paraphrasing, have you been careful to avoid plagiarism by using no more than 3 or 4 words in a row from your source?
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