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Step 1:

Open your PDF in
Microsoft OneDrive.
Press the "Annotate"

button.
 



 
Step 2:

Survey the title and
subheadings to find

the main topics of
the article. Color-

code these topics.     
 

TIP TIME!
For example, anywhere you

see the topic of "Federal Indian
Policy"or subtopics related to it
in this article, you will highlight

in GREEN to keep the info
organized. 



TIP TIME!
Make sure to keep your
highlights color-coded!

Let your colors overlap if
the topics are related to

one another.  

For example, Hancock
states, "Federal

policies...disrupted
traditional Klamath birth

practices." 

This sentence
demonstrates the

relationship between the
3 main topics of this

article, so make sure to
highlight accordingly so

that you  can pay
attention to that later.

 
Step 3:

Skim the material to identify the main
argument of the material. Then, 

 highlight the main arguments and
topics.    

 



 
Step 4:

Seperate the informtation into sections based
on the key information that you highlighted to

summarize each section.  Continue this step
until you have finished the en tire article. Happy

annotating! 
 

TIP TIME!
Separate each section by labeling them "A," "B,"

"C," etc.  Then, write the main topic of the section
to the right of these labels. See "A. Settler
Colonialism" in Section 1 for an example.



 
Step 4 (Cotinued):

Seperate the informtation into sections.
 

TIP TIME!
See "D. Shifting Federal Policies (19th-20th) - Reservation

+ Termination " for another example of how to write a main
topic to summarize the key points of a section of an article.


