Organizing
Knowledge




Creating Category System

Go to References
editor tab

Write the name of the
Category (topic) or

subcategory
(subtopic)

Go to View menu

Select New
category or New
subcategory

Click Show
category column

Click B

New category or
subcategory




Organizing Sources by Categories

Select aresource

Click Show and drag it to the

category column desired category
(topic)

Go to References .
editor tab Go to View menu




Saving Yellow Highlight

Select text :
rseeslgL(J:rTcg . Preview PDF . passages from . C“ﬁ;( TI:]Iie I);iee"row
the document ghilg




Saving Red Highlight

Select text
Select aresource . Preview PDF . passages from the
document

Click OK statement as

needed

' I Change the core Click the red

highlighter




Creating Direct Quotation

Select text . .
rseeslgfrt;% . Preview PDF . passages from legfgﬂgﬁf
the document q

Change the
core statement
as needed

Click green Add page Add upper
check or Ok number quotation marks




Creating Indirect Quotation

Select text
Selecta :
N . . Preview PDF . passages from

the document

Add page
number, if
necessary

Enter
quotation text

Click green
check or Ok

Change the
core statement
as needed




Select a
resource

Click Ok

Creating Image Quotation

Click i-i Highlight the
. Preview PDF . image to be
Snapshot quoted

number, if and description quotation

. Add page Add a caption Click Image
necessary




Creating Quotation from
Resources without e-Copy

Go to Select which
Select @ . . . : » type of
Quotations & Click +New ) ,
resource comments tab quo’rg’g%ré\évlll be

il [plete) Insert

' Fill in core
number, if ‘ ) ‘
necessary quotation text statement

Click Ok




Saving Thoughts

Select a category Click the drop down
Go to Knowledge tab (topic) where you want arrow beside Thought
to add a thought

: g Select if you want to
Click Ok ‘ Fill in fields dldl o fext or Image



Generating Compilation of Quotations

Assign each Rearrange
quotation to quotations, if
categories necessary

Go to Knowledge
tab

Select Citation

Click Print Click Compilation style




