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Step 1: Before reading

• Survey the text: Usually with a textbook you would’ve paged

through the chapter to see how many pages there are, headings,

subheadings, words printed in bold.

• In Pdf you can do the same by selecting “View” and “Full Screen

mode”.

• As you are scrolling through the document, skim read. Look out

for heading, sub-headings, words in bold, bulleted sections, tables,

graphs, images.





Step 2: Before reading

• Read through your Learning Outcomes/Module guide to identify what is required of

you for this specific reading or chapter.

• Change Outcomes to questions (find attached a list of common instruction words to

aid in setting up questions).

• Write these questions down on paper.

• Get two colour pens/pencils

➢ Colour 1: either write a note on what you understand/answer to question or make

further note of questions you have after reading through the relevant section

➢ Colour 2: identify if sections are important or less important

• Know read for understanding and finding answers to these questions.

• The next few slides will show videos on tips in using tools within Adobe to aid the

reading process



Selecting text and adding notes
These notes should also be made on your page with either of your two colours.



Add a bookmark



Do searches for specific words/phrases



Take screen “snapshot”



Stay active reader

• Make sure you are reading actively, constantly ask yourself questions

• Am I understanding what I am reading? How will I explain what I just read to a 5-year old? Is this

important information to reach one of the learning outcomes or not? How have I decided that

this is important information?

• Keep notes of your understanding, or uncertainties.

• Keep note of what is important and identify less important sections.

• Making use of a mind map can be a helpful way to keep notes of important information,

bookmarks in the pdf text, questions to follow up on





When listening to lecture audio recordings

• You could also follow these steps before listening to lecture audio recordings:

1. Survey both power point and chapter/text/article available

2. Read through learning outcomes and convert to questions

3. Listen to lecture with your two colours, pausing audio to make notes of

understanding or questions and important/less important

4. After listened to audio recordings go back to the questions identified and

utilise text to find answer

5. If still unanswered questions,contact class mate, tutor, lecture.

6. NB!!!! Keep a paper record of your notes, bookmarks, etc that was made in

your pdf’s.



Breakdown of task analysis 

1. Identify instruction words. (Note there can be more than

one instruction word, eg. “compare” and “give and

example”

2. Identify key words.

3. What is the scope/range?



For example:

• Purple = instruction words

• Orange = key words

• Green = range

(thus only compare these two

components in terms of boiling points

and not eg. freeze points)


