Note Taking Outlines

Informal outlining uses indentation to indicate major ideas and their details.  Have students use the Tab key to indent to the right.

Microsoft Word has on outlining feature that is easy to use.  Go to the Format menu and click on Bullets and Numbering.  Click on the Outline Numbered tab.  Choose the style of outlining that you want to use.
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The computer will automatically set up the numbering scheme for you as you type.  Use the Decrease Indent and Increase Indent icons on the Formatting Toolbar to make your indentations.  
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 You may also use the Tab key to indent to the right and the Shift & Tab keys to move back to the left.

Sample Outline

I. Major Topic

A. Concept

1. Detail

2. Detail

B. Concept

C. Concept

II. Major Topic
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