
Scaffold #6: Annotating a Text 
Adapted from: VanderMey, R., Meyer, R. Van Rys, J. Kemper, D. & Sebranek, P. (2004). The college 
writer: A guide to thinking, writing, and researching. New York: Houghton Mifflin Company. pp. 16-17. 

 

What is the purpose of annotating text? 
Annotating a text is reading strategy that forces readers to interact 
critically with text. Annotating text can be a first step in writing an 
annotation, but an annotation is a short written piece that generally has 
three components: (i) summary of the main idea or concepts of a text; 
(ii) evaluation of the information or ideas in the text; (iii) reflection on the 
information or ideas in a text. (A scaffolding resource for writing an 
annotation is under development.) 

 
Annotating a text is like having a conversation with the author. Think of the author as 
someone who…  
… has a point of view and a certain bias, but so do you;  
… has taken the time and effort to write down their point of view, which is not an easy 

process;  
… deserves respect for what they are saying even if it is weak and you disagree. 
 

What does annotating text look like? 
The following websites provide examples of annotated text. 
http://www.csupomona.edu/~lrc/crsp/handouts/marking_textbook.html  
http://www.bucks.edu/~specpop/annotate-ex.htm  

Annotating requires dirtying up the text with highlighting, underlining, markings, and 
writing in the margins. If the book does not belong to you, use small post it notes and 
stick them to the pages. In a digital environment, MS Word offers several features for 
annotating text 
 the highlight and underline tools on the task bar; 
 the draw features (at the bottom of the screen) to create shapes, arrows, or boxes 
 the comment feature. To insert a comment in Word, follow the steps below: 

 Highlight the word or phrase that you want to attach the comment to. 
 Click on “Insert” in the menu at the top of the page.  
 Select and click on “Comment” (Note: You may have to expand the drop down menu list by 
clicking on the double down arrows. ) 
 Type your comment  
 Close the comment box and depending on the version of Word you are using either the comment 
will appear right in the margin (Word XP) or a number reference (i.e. [L4] will appear after the word 
or phrase (Word 2000) 
To view comments on the computer scree 
 Click on “View” in the menu at the top of the page 
 Select and click on “Comments” 

 

What does annotating text sound like? 
When you annotate a text, you are doing the following as you read:  
1. Identifying key words, phrase, concepts, terms, or ideas 
2. Asking (and writing down) questions that come to mind 
3. Making connections between ideas in the text and other information, experiences, 

ideas, etc. 
4. Recording thoughts, reflections, and feelings about what the author is saying  

http://www.csupomona.edu/~lrc/crsp/handouts/marking_textbook.html
http://www.bucks.edu/~specpop/annotate-ex.htm


Detailed information on each of the four aspects of annotating a text. 
 

1. Identifying key words, phrase, concepts, terms, or ideas  
 Highlight, circle, and/or underline key words or phrases that identify main 

ideas or concepts. Be careful not to overdo these types of markings or they 
will become meaningless.   

 Highlight, circle or underline testable information, or something you might use 
for a future assignment.  

 Consider using different colours or markings for various types of information. 
 Define any difficult vocabulary words  
 If the text does not already contain clear headings and subheadings, create a 

marginal index by writing key words in the margin to identify themes, main 
ideas,  topics, and subtopics 

 
2. Asking questions  

 Put a "?" in the margin to indicate a question. 
 Consider open ended questions (i.e. What if…? Who? What, Where? When? 

Why? How?) that relate to things such as the following: 
o what the author is saying,  
o why the author(s) says something,  
o what the author means by something, 
o details, words, concepts that need more clarification, 
o what certain sections mean or how they relate to your area of study, 
o things that you disagree with or are skeptical of, 
o bias, reliability, validity, completeness, clarity, accuracy, currency. 

 Explore “What if…?” questions 
 

3. Making connections  
 Make notes that connect information in the text to things such as: 

 your reading goal  
 other information on the topic  
 something you heard or experienced related to the information in the text 
 applications of the concepts or ideas in the text 
 a possible test question 
 something that contradicts what the writer is saying 

 Draw arrows that connect one section of the text to another one 
 

4. Recording thoughts, reflections, and feelings 
 Write notes in the margin to indicate the following: 

 how you feel about what the author is saying 
 whether you agree or disagree and why 
 any thoughts you have related to the information and ideas 

 

  
 


