
Making Your Outline 
1. First, log in and click on your list.  Now, click on the “Notecards” screen: 



2. All of your notecards will be in this little box.  Drag them out onto your tabletop.  If you 

want, you can put them into “piles” to organize your paragraphs. 

 

3. Now, click twice on the first Roman numeral in your outline to rename it “Introduction.” 



4. Click on the first subtopic and click the shift-left button to change it into a Roman nu-

meral.  Click on it twice to give it a name reflecting the content of your first body paragraph. 



5. Now, drag notecards that will go in that paragraph on top of the paragraph title.  It will 

then appear as a subtopic and a checkmark will appear on the notecard so you know you’ve 

already used it. 



6. When you are done, your outline will look something like this.  You may or may not use all 

of your notecards.  To add a new Roman numeral, just click the plus sign. 



7. Next, we will use your outline to copy and paste onto your wiki page to begin your paper, 

so we will need to “print” it to make it easier.  *We’re not really printing, though.  We’re 

just opening it up on another tab or window.*  Click the printer icon:  

8. Be sure to select “print with notecards.”  It may be a popup so watch out. 


