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When we will take a Note?




When and How we
take a Note?

e When we hear: classes, talks, quotes...
e When we read: books, articles, web, e-mails...
e When we see: charts, whiteboard, labels...
e When we get: notifications, invitations...
e When we think of: thoughts, ideas...

e When we plan: tasks, dates...




Why we will take a Note?




Why we will take a Note?

e Capture an information => To remember or
reuse the information at a later time

e Capture a task => To remember and prioritize
the tasks we need to do

e Capture a thought or an idea => To reflect or to
develop ideas in our lives

e Capture an experience => To accumulate our
experiences for our future growth




What are the common
problems of Note taking?




What are the common
problems of Note taking?

e Fasy to lost the notes we took

* Too many different note locations

e Difhicult to find the notes and information
e Difhicult to organize, prioritize, and plan

e Difhcult to update or append the notes

e No back up
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Where my central
Note depository should be?




Where my central
Note depository should be?

* Google is the place for searching information,
knowledge, and experiences of others.

e Where we can Build and Search for our own
information, knowledge, and experiences?

* In order to have our own personal Data and
Knowledge Base, we need to have our own
central Note depository




What are the needs for
a central Note depository?

e Is there a place that can serve as an
External Memory Depository?

e Fasy to access and capture

e Fasy to update and synchronized

e FEasy to find and retrieve

e Easy to organize and prioritized

e FEasy to share and backup




“Which Note taking tools

we can use’?




How we take a Note now?

e Memorize in our mind

e Note Pads / Note Books / Papers
e On the Books or Articles we read
e Computers (working / personal)

e Smartphones / Tablets

e In order to create my personal note depository,
do I need to give up any of the above?
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A Candidate Tool:

Evernote

e Can be accessed from a computer, a tablet, a
smartphone, or a browser with internet.

e The notes are stored and synchronized in a
secured cloud notes depository

e Supports various note formats and feeds

e Supports various organizing, searching, and
sharing mechanism

* Iree for basic usage and storage




EVERNOTE"

How to use Evernote for my
Note taking?




What is the basic concept
in Evernote’

e [.ike notes in the real world:
e Notes
e Notebooks (contain notes)

e Stacks (of notebooks)
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How to Capture Notes
in Evernote’

e Type (or Write)

e Copy and Paste

e Capture from Web page (Web Clipper)
e Send in through e-mail

e Take a photo or a voice memo

e Attach a photo, a figure, or any format of files




How to Synchronize Notes
in Evernote?

* Your Notes are stored locally on your personal
computer

* Your Notes are stored partially and optionally
on other devices

e Use synchronize function, they can be accessed
or synchronized with your notes stored in
Evernote cloud notes depository




How to Organize Notes
in Evernote’

e The organization of the notes is based on the
needs for Browse, Search, and Sharing

e Using traditional hierarchical structure
e Notes
e Notebooks (contain notes)

e Stacks (of notebooks)




How to lag Notes

in Evernote?

e Tag is a new way of organizing notes

e A Note only can located in one hierarchical
structure but can have multiple Tags

e We then can browse or search Notes based on

the Tags




How to 'lag Notes?
(Examples)

e Action Related

e To Act, To Process, To Read, To Develop,
'To Review, To Pray...

* Purpose or Category Related

e For Work, For Service, For Hobby
e Group Related
e @NCSU, @RCCC, @CCMC




How to 'lag Notes?
(More Examples)

e Topic or Subject Related

e "Prayer, "Faith, "Family
e Time Related

e In Today, In Days, In Weeks, In Months
e Ranking Related

o 3 %k kK




How to Find Notes/Text

in Evernote?

e Browse through hierarchical structure

(Stacks, Notebooks, Notes)
e Sort the Notes based on Title, Dates, Size, etc.

e Search Notes by Text in All Notes, in A
Notebook, or Notes with A Tag

e Iind A Note by Locations

e Search through complex search formula
(which can be saved and reuse)




How Secure is my notes in
Evernote Note depository?

e Evernote’s Three Laws of Data Protection:
e Your Data 1s Yours
 Your Data is Protected
e Your Data is Portable

e The Text in the Evernote can further be
encrypted.




How to let Note taking
change your life?




How to let Note taking
change your life?

e Not only take note of our tasks and ideas but
also reflect on them and plan what changes or
what actions can be taken to improve our lives

e Remember / Identity
* Prioritize / Planning
e Action / Implement

e Review / Improve




Note Taking Schema

e Break down note taking into three difterent
stages:

e Capture Stage (Anytime)
e Process Stage (Daily)
e Review Stage (Weekly)




Reminder for
Capturing Notes

'”

e “We take a note so we can

* “We take a note so we can Forget!”
e Not to “Remember” but to “Forget”...

e We can “Forget” it and focus on something
more important now because we can
“Remember” it later...




First Stage: Capture Notes

e Use paper, paper notebook, smartphones,
tablet, or computers to capture notes Anytime.

o Capture any ideas, thoughts, tasks, quotes, key
words, images, photos, PDFs; voice memos,
etc. into notes without trying to format or
organize it.

e These draft notes should be on papers or in
Evernote General Notebooks (equivalent to
Inbox for an e-Mail account).




Second Stage: Process Notes

e Set aside a certain time Daily to process these
draft notes.

e Process the notes in Evernote with more
details, highlighting formats, additional ideas,
or future actions.

e Assign associated tags and move the notes into
proper Notebooks.

e Tear oft or cross out the draft paper notes that
have been processed.




Reminder for
Processing Notes

 When you process your notes, it’s a good time
to identity your tasks and actions.

* “We , We , then we

e Think, Feel, Act...

e We process notes and think. We feel and
reflect on them. Then we identify our action
plans based on what we think and feel.




Reminder for
Reviewing Notes

e Practice makes it perfect?
e Practice makes it permanent!
e Practice “right” makes it perfect

e We need to have a reviewing process for all of
our actions to improve them.




Third Stage: Review Notes

* Go through the notes with “To Review” tag
Weekly to see if there is any follow up or
updates needed to be documented.

e Associate the note with action or review tags if
needed.

e [If there is no more further review is needed,
untag the “To Review” tag.




Tips and Examples for
To Do List

e Use Check List format and associate links

e Distinguish Time (in sequence) and
Importance (by color coding)

 Migrate items from To Do List to Activity Log
or Weekly/Monthly Report for archiving or

reporting purpose

o Apply and select Action Tags to identify

different to do activities




When we take a note 1in our
Christian Life?

e Scripture Reading / Quiet Time
* Sermon / Message
* Book or Article Reading

e Spiritual Journal

® Prayer List / Fellowship Note

 Prioritization to reflect Godly Value




What is a common problem
in Christian Note Taking?

e Only focus on now but not reflecting the past
or aiming for the future

* No Reflection or Lesson Learned related to
ourselves: Forgotten experiences are worthless

e No Action Plan: Without implementation, all
our Bible studies are worthless

* No Review or Follow Up for our Action Plans




From The Purpose Drive Life

e The best way... is to always write out an action
step as a result of your reading on God’s Word.

e This action step should be personal (involving
you), practical (something you can do), and
provable (with a deadline to do it).

e Every application will involve either your
relationship to God, your relationship to
others, or your personal character.




Tips and Examples for
Christian Note Taking

e Using the Following Templates
e Spiritual Journals
e Meeting / Message Notes
e Fellowship / Caring Notes
e Prayer Lists

* Book Reading Notes




Tips and Examples for
Notes Sharing

e Use Notes sharing for book reading
fellowship




What’s Next?




What’s Next?

e Download and Install Evernote Application /
App and Sign Up for an account

e Start to take notes or migrate your notes.

e Try it out by organizing your Notebooks,
assigning the Tags, and searching your contents.

o Also use it for identifying / prioritizing your
tasks, review your actions, develop your ideas,
and accumulate your experiences.




What’s Next?
(Continued)

e There is no one right way for note taking...

o If there is, the only right way is the way that
can let’s continue to take notes...

e Start to build up your personal notes

depository today...




