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OUTLIN
ING

When to use it
    • You need to classify or 
   otherwise organize information
  • You need to make a plan

How to do it

2 Generate

3 Elaborate

• Now decide what the different-
subjects are that make up the Main 
Idea. 
• Insert each subject as a different 
Topic using the “Add Topic” icon on 
the bottom of the screen

• Type or write the overall topic of 
your outline as the Main Idea

• Next, generate a few Key Ideas for each 
Topic you made.
Do this by adding subtopics
using the “Add Subtopic”
icon on th bottom of the screen.

(Note: These Key Ideas should be general 
catagories that break up each Topic into more 
specific catagories, NOT details.)

• Now expand each Key Idea by adding 
Details as subtopics under each Key Idea. 
(Use the “Add Subtopic” icon again!)

• This is where you can add specific 
information such as facts, discriptive 
words (Remember: This is for organiza-
tional purposes so limit your entries to a 
few words.)
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