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ANNOTATING TEXTS 
Annotating encourages active reading, 
improving understanding and memory of the 
material. Engaging with the text actively helps 
you process the information thoroughly, 
minimizing the habit of skimming 
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AnnotaƟng Texts 

Why is it beneficial? 

It's important to understand that there are no clear-cut answers about whether annotaƟng 

books is advisable. AnnotaƟon can be both enjoyable and a way to express oneself. You can 

annotate every book you read or choose specific Ɵtles; neither is beƩer.  

However, if you want reasons to start annotaƟng, consider these points: 

 AnnotaƟng encourages acƟve reading, improving understanding and memory of the 

material. Engaging with the text acƟvely helps you process the informaƟon thoroughly, 

minimizing the habit of skimming. 

 This leads to enhanced observaƟon and comprehension. If you find it challenging to 

remember details from books, annotaƟng boosts memory retenƟon by fostering 

greater engagement. 

 AddiƟonally, annotaƟon adds an element of enjoyment to reading, making it a more 

fun experience. 

 

What? 

AnnotaƟon fulfills various roles, such as:   

 Summarizing the text systemaƟcally within the document.   

 Aiding close reading to reveal paƩerns, emphasize essenƟal words, and pinpoint key 

points.   

 FuncƟoning as a strategy for acƟve learning that boosts comprehension and 

informaƟon retenƟon. 

 

Why use annotaƟon? 

 Collect and sort perƟnent materials. 

 IdenƟfy essenƟal concepts. 

 Monitor comprehension during reading. 
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 Improve efficiency and organizaƟon for exam preparaƟon. 

 This method may be more effecƟve than creaƟng separate reading notes. 

 

How to annotate? 

Summarize key points  

UƟlize headers and bold text for clarity. Highlight key ideas, arguments, and supporƟng 

evidence. Note the organizaƟon of the text, whether it follows chronological order or presents 

idea trees. 

 

Circle key concepts  

 What key terms should we review at the end?  

 Which words were menƟoned in the lecture? When are various expressions uƟlized for 

similar ideas, and what is the reasoning behind it? 

 

Write in the margins. 

• You can choose to be as detailed or broad as you wish—these quesƟons are intended 

to encourage criƟcal thinking about the content. 

 

AbbreviaƟons and symbols 

 Use "?" when you have quesƟons or need further exploraƟon. 

 Use "!" for something interesƟng, noteworthy, or a significant connecƟon. 

 Use "*" for examples or evidence relevant to this informaƟon. 

 Consider what other system of symbols would be logical and pracƟcal for your context. 

We even encourage you to invent your own personal symbols.  
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Highlight or underline 

 Highlight aŌer compleƟng a paragraph or secƟon. Before highlighƟng, take a moment 

to reflect on what you have read to pinpoint the main ideas. This method will help you 

focus on the essenƟal concepts and minimize excessive highlighƟng. 

 Restrict your highlighƟng to a single sentence or phrase per paragraph. Choose the 

sentence that most effecƟvely communicates the primary idea. 

 Emphasize keywords and phrases instead of complete sentences. When reviewing, 

challenge yourself on these words and phrases before moving on. 

 Think about color-coding: designate one color for definiƟons and key points and 

another for examples. 

 Rewrite the key concepts you've highlighted in the margins or a separate set of notes. 

 

It takes Ɵme 

While it may seem like Ɵme spent is lost, it's an investment. Taking the Ɵme to annotate iniƟally 

accomplishes two essenƟal tasks:  

 Your annotated notes help save Ɵme during study sessions and allow for a swiŌ, 

efficient review of key concepts. AddiƟonally, these notes enhance the chances of 

informaƟon retenƟon aŌer the course ends, which is vital for building a solid 

foundaƟon for future professional growth.  

 


