
Creating Study notes with less Typing and Re- reading 

 

Using MS Word 

1. Open the source documents- PDF, Powerpoint , HTML and Word, for the 
course. 

2. Plan the order for your notes by date, topic, etc. 
3. Select text in your source document, use Control+C to copy, then Alt+tab to 

move to your Word doc, then Control +V to paste the text. 
4. Use headers, bolding, highlights, lists, to keep information organized and to 

make specific key points/definitions, etc. stand out. 
5. Review these study notes, instead of your source documents 
 

Using Kurzweil 3000 

1. Use one colour highlight for the keyword or topic 
2. Use a second colour highlight for the definition or explanation 
3. Use a third colour highlight for the reference or for examples 
4. From the File menu, choose Extract Highlights to Column Notes- set the 

colour in 1 to go to column one, in 2 to go to column 2, in 3 to go to column 
3 

5. Then you will have the keywords and definitions/explanations laid out in 3 
columns- right click to “hide the 2nd column” or the 3rd one, to test 
yourself. 

6. Save the column notes in their default format, carefully noting the chapter 
or topic. 

7. As you read, highlight, so then at the end of reading, you can simply extract 
the content into study notes for the chapter. 

8. You can also choose to Extract column notes to Outline, to have a one page 
version of column notes.  

 

Create Flash Cards 

Use flash cards directly on the website of the textbook, if available 
For example, http://www.compass3e.nelson.com/student/flashcards.html 
Using Flashcards App on the iPhone/iPod/iPad. 
From OrangeorApple.com: there is a free “lite” version, that will only take 6 



cards/deck. 
Flashcards Deluxe is 3.99 from iTunes.com, and has unlimited deck size 
You can download someone else’s’ deck, hoping there is no errors, or cut and 
paste from your source material, or the textbook website, to create your own. 
The easiest way to create your own is by cutting and pasting the material into a 
spread sheet- column 1 is the question or keyword side of the card, column 2 is 
the answer 
Each new row is a new card. Save spreadsheet as Unicode, so it will go to TXT 
format, import by adding the file to Flashcards app in iTunes- see  
http://orangeorapple.com/Flashcards/ for specific instructions. 
 
 

Using Power Point slide show to display study notes 

1. Choose a new slideshow, and a title slide- copy and paste the keyword or 
concept into the Title placemarker 

2. Select “new slide”- Title and content layout- paste your explanation or 
definition 

3. Repeat the process as many times as needed to cover all the material 
4. Press F5 or use the Slideshow Ribbon to start the show- press right arrow to 

advance the slides or left to go back, while you review the material.  


