
 

Note-taking: Strategies for Online Learning 

Time and Space 

 
Having fewer study space options means that your workspace choice is 
more important than ever. Try to locate an area that is quiet and 
distraction-free. It is crucial to figure out what time of the day you are 
most productive and alert. Try to maintain a routine of learning within 
these hours. 
 

 
Before Class 

 
 
 

 
Go over your syllabus with a critical eye. Gather all pertinent information: 
readings, assignments, tests, exams. Decide how to organize yourself in a 
manner that will be most useful to you. 
 
Take note of the materials you will be working with. Textbooks, articles, 
online (and type of) lecture will determine how you will need to take 
notes. 
 
Complete your readings before class. Make note of materials that you 
don’t understand so that you can ask your TA/prof for clarity. Make 
connections between lectures/ideas. 
 

During Class 

 
Ensure that your notes are clear and distinguish between main ideas and 
details. Use indentation, numbering, and bullets to separate them. Include 
drawings, or other visual representations to make connections between 
topics. Use short forms or symbols to make your notes short and concise. 
Pay attention to the signal words (Eg. “This is important” or “Here are the 
key points”) from your instructor stating importance of each topic.  
 

After Class 

 
Reorganize your notes right after lecture. Fill in the gaps you missed during 
lecture using textbook or lecture slides. Talk to your instructor for further 
information or clarifications. Be sure to review your notes on a regular 
(daily, if possible) basis. Test your understanding by creating questions 
and taking practice quizzes.  
 

Technology 
 
Check out One Note comes with your Office 365 Student Package.  
 

Note Taking Methods 

 
Practice the note taking method that works best for you. The common 
note-taking methods are: 

o Outlining Method 
o Cornell Method  
o Mapping Method 
o Charting Method 

 



 

 
 

Outlining Note Example 

 

 
 
 
 
 
 
 
 
 
 
 



 

 
 

Cornell Note Example 

 
 
 
 

 
 
 
 
 
 



 

Mapping Note Example 

 

Charting Note Example 

 

 


