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STRATEGIES FOR ORGANIZING YOUR INFORMATION 
1 Track your search 

Save/export your 
searches from the 

databases 
Word documents 

2 

 
 
 
 

3 

4 

A. B. C. 

Matrix method: 
Paper Trail folder 

Key words document
Key sources document
Electronic database document
Internet bookmarks document 

Store your files 

Save PDF copies 
on your computer 

Use a reference 
management 

software 

Endnote (paid) 
Mendeley (free)
 RefWorks (paid; 
freethrough UW) 
Zotero (free)

Tips 
1. Use an organizational system for all your files: chronological, thematic, alphabetical 
2. Use the same naming system for all your files (e.g., YEAR_AUTHOR_TITLE) 

Take Notes 

Write notes/comments 
in the PDF 

Use a template: 
Matrix method
 IMRAD method
 Cornell method 

Create your own 
template 

Synthesize your notes to identify themes 

Review Matrix (excel, 
word) 

Outline approach Visual approach 




