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	Step 1: Save This Form to Your Personal Folder    File > Save As

Select a file name based on your specific topic or the information source (works cited information).

Save file periodically as you continue to work with it.

	Step 2: Topic 
Type the specific topic of this set of notes.



	Step 3: Works Cited Information

Using the links above copy the citation into this space.



	Step 4: Direct Notes 

Type or paste notes from your electronic resources here.
Type information copied from book pages here.


	Step 5: Paraphrasing/Summarizing

Restate material above in your own words. Paraphrasing simplifies the language, conveys the same message, but does not copy exact phrases.  You must give credit to the author even though you are paraphrasing.  Use parenthetical documentation. Example: Walt Whitman was a school teacher, printer and journalist in his twenties (Bestler and Uebbing 75-77). 


	Step 6: Direct Quotes

Record direct quotations from your source that you want to cite verbatim in your paper.  Quotes make an effective addition to your paper.  Direct quotes must be cited.  Use parenthetical documentation.   Example: Walt Whitman was an extraordinary poet, but "one of the things Whitman did not become was a scholar" (Bestler and Uebbing 102). 


	Step 7: Your Original Words/Thoughts

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


	Step 8: Check List for Digital Note taking:

_____Have you used a separate Digital Note Taking page for each source?  Each main idea?

_____Does each page include a complete citation?  A page number for print resources?

_____Have you used quotation marks every time you used an author’s exact words?

_____When paraphrasing, have you been careful to avoid plagiarism?



	Step 9: Save and Print Completed Form
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