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Bookmarks allow you to quickly access frequently used content within your eText. When you’ve 

identified a page that you would like to bookmark simply select the grey ribbon with a plus sign in the 

upper, left-hand corner of the page.  

 

Once you’ve bookmarked the page, the ribbon changes to blue with a negative sign. To remove the 

bookmark when you no longer need it, select the ribbon again. 
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You can access your saved bookmarks through the Bookmarks tab in the left panel of Courseload. Select 

the tab and then choose a bookmark from the list. The reading pane displays the page of the bookmark 

selected. 

       

As you are reading, you may want to highlight important text. To highlight: 

1. Place your mouse where you would like to begin 
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2. Click and drag to the desired area 

 

3. Release the mouse button 

4. Select a color for your highlight from the pop-menu.  

 

You can use the four available colors to create a system for organizing your highlighted text. At the same 

time that you are highlighting, you can add a note which annotates any text in your course materials. An 

annotation is simply a note on top of a highlight. 

Notes are used to provide further context or clarity to a topic in the text and are seen by all students in 

your course. The note may include additional information from you or a link to another resource. 
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To add a note: 

1. Place your mouse where you would like to begin 

 
2. Click and drag to the desired area 

 

3. Release the mouse button 

4. Select Add A Note 
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5. Add your note which can include text or links 

 

6. Select Save. 

 

If your highlight already exists, click on the highlighted text and select Add Note from the pop-up menu. 
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Each time you return to a page, your highlights and annotations are visible. Once they are created, they 

also show on the Quick Jump Tool as a dot corresponding to the highlight color.  

 

If you make a mistake while highlighting or annotating or simply no longer need the highlight or 

annotation, click on the highlighted text and then Delete. 
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Sticky notes behave exactly the same way as notes; however, they allow you to annotate figures and 

images.  

1. Click on the area of the text to annotate 

 

2. Choose Add Note 

 

3. Type your note 

 



 

Quick Reference Guide: Engaging with Content Page | 8 

4. Choose a color for the sticky note 

 

The sticky note is placed with the annotation notes in the right panel and a dot is added to the Quick 

Jump Tool to indicate the sticky note exists.  
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If you place a sticky note in the wrong place, you can move it. Click on the sticky note, hold your left 

mouse button, and drag it to a new spot on the page. 

 

 

You delete the sticky note by selecting the note and Delete. 
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Tags are a great way for you to categorize your notes for later use and provide context and organization 

for your students. While creating your Notes or Sticky Notes, you add keywords called tags. 

A good example for the use of a tag is a creation of an electronic study guide incorporated directly 

within the eText by highlighting specific material as potential exam questions for your students.  

1. Select the text that you believe is important for the exam 

2. Create a note stressing the content’s importance 

 

3. Tag the note using a keyword that indicates the exam 

 



 

Quick Reference Guide: Engaging with Content Page | 11 

Students can then filter on the corresponding tag to review those items you deem important for the 

exam. You’ve now created a study guide. 

 

Keep in mind that more than one tag can be applied to a note; however, you do want to limit the 

number you add. Take for example the highlight shown above for Exam 6. There are a number of 

vocabulary words incorporated in the note that are important, so I would like to tag the text with the 

word vocabulary, as well. 

1. Click on the highlighted text  

2. Select Edit Note 
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3. In the tag box, add any additional tags separated by commas 

 

4. Save 

 

On the right, you will now see the tags I added as part of the note.  
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Students can use the additional tags to filter and zero-in on the important vocabulary words. 

 

If at any time you would like to delete a tag: 

1. Select the highlighted text 

2. Choose Edit Note 

 

3. Remove the tag that is no longer needed from the box 
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4. Select Save 

 

You can access saved notes by selecting the Notes tab from the left panel of Courseload.  
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This view summarizes all of your notes onto one screen rather than the page-by-page view you see in 

the right panel. Notes are grouped by chapter and page number, so you can easily access all of the notes 

for a given area of the text. 
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Notes can be filtered in multiple ways which allows you to quickly identify specific notes to meet your 

needs.  

 

In the Using Courseload module, you saw briefly the dots available in the Quick Jump area of the reader 

which allows you to quickly scroll to pages with notes.  
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1. Click and drag the Quick Jump button to a dot on the toolbar and the preview of the page 

becomes available. 

 

2. Select the preview to read the page and the corresponding note 
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Courseload replaces the Notes Summary page with the Reading Panel. 
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You can also export or print your notes by using the icons in the upper, right-hand corner of the Notes 

Summary page. That electronic study guide now becomes printable. Select the download icon, and the 

system prompts you to save the notes as a CSV file which you can then open in Excel or a tool of your 

choice. Or, you can select the printer icon to send all of the notes to your printer. It is important to 

understand that your current selection and filters determines which notes get exported or printed. If 

you are choosing to look at notes from another individual of your class or only notes for a specific tag, 

that is what you will find in your export or print. 

 

 


