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A better way to manage ideas 
 

A simple framework for categorizing ideas using titles 
and hashtags in your THINKERS Notebook. 
 
The THINKERS App makes it easy to capture, organize, and share pages from your 
THINKERS Notebook. One of the unique features of the App is the ability to 
organize your notes using hashtags. 
 
This How-To guide illustrates one of the best ways to incorporate hashtags into 
your note-taking process using the THINKERS Notebook and App system. 
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Step #1 - Create a #TagIndex Page 
 
The first step is to create an index page for the hashtags you want to use with your 
notes. 
  
The index page provides a simple classification system for your hashtags so you 
can easily add or refer to them in the future. 
 
In the front of your THINKERS 
Notebook, select a page and write 
the word #TagIndex in the bordered 
box at the top of the page. 
 
Next, divide the page into six (6) 
sections and title each section with the 
following categories. 
 
What (objects or items) 
Why (cause or context) 
When (event or time) 
How (process or method) 
Where (location or place) 
Who (person or entity) 
 
These six sections represent the top-
level categories for all the hashtags you 
are using. As you create hashtags in 
your THINKERS Notebook, add them to 
the #TagIndex page for easy reference. 
 
Pro Tip 
Tag names should be one or two words preceded by a # symbol. They will define the what, why, 
when, how, where, and who of your topics. 
  
When creating a hashtag, we recommend that you keep them short. If you require two or more 
words for a hashtag, combine the words into one long word, using upper case characters for 
each word. For example, the hashtag Personal Development should be written as 
#PersonalDevelopment 
 

#TagIndex

What Why

When How

Where Who
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Step #2 - Add Titles and Hashtags to Your Page 
 
Each THINKERS Notebook includes a subject box at the top of the page. Use the subject 
box to add a title and tags to organize your ideas.  
 
Title 
 
In the left side of the box, write 
down the title for your page. 
Titles should represent the goal 
for what you are writing and 
should be specific. 
  
For example, instead of using a 
title like “Meeting Notes,” try 
using a title illustrating the 
specific goal of the meeting. If 
you are in a lecture or class, you 
might write down what you hope 
to achieve from the event. 
  
Goal-oriented titles help you 
focus your note-taking efforts 
toward a specific objective and 
can improve your comprehension 
when listening for specific ideas.  
 
In addition, when you search for 
the note later, these goal-
oriented titles add specific 
meaning to each page versus a 
generic title that requires you to 
read the context of the page. 
 
Pro Tip 
The THINKERS App automatically converts written titles on the page into note titles in the App. 
 
 
 
 
 

Story Development                                       #Book  #Ideas

Title #Tags
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Tags 
 
In the right side of the subject box, add one or 
more hashtags. If you have created hashtags 
already, refer to your #TagIndex page to avoid 
duplication of tag names. 
 
Pro Tip 
Remember to add a # to the front of the tag and 
combine multiple words into a one-word sequence 
using upper case characters for each word (e.g. 
#TagName). The order of tags does not matter and will be added to your searchable content 
automatically in your THINKERS App. 
 
Based on the topic of your writing, make sure your hashtags describe one or more topics 
related to what, why, when, where, how, and/or who. 
 

Step #3 – Capture Your Pages in the THINKERS App 
 
Once you have completed writing in your 
THINKERS Notebook, use the THINKERS 
App to capture those pages. 
  
As a best practice, we recommend that you 
create a folder in the App related to the 
high-level topic you are writing about (refer 
to the examples listed below). 
   
After you capture your page(s), review the 
title and tags in the App for accuracy. You 
can add additional tags in the App if 
needed. To add tags, you'll tap the edit 
icon (three dots) in the upper right of the 
screen to manage your list of tags. 
  

When you need to search for notes related to a specific tag, tap the name of the tag in 
the app and a search results window will appear that lists the notes related to that tag.  
  
You can append the search by adding additional terms in the search box.    
    

Story Development                                       #Book  #Ideas
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Examples 
 
Titles and tags should complement each other and help you separate goals (titles) from the 
context of those goals (tags). Below are a few examples of how to use this framework in 
many common settings. 
 
Business Meetings 
Meeting with a client or an internal discussion 
 
Title 
the goal of the meeting 

Tags 
what, why, when, where, how, and/or who 

Design new logo #Creative #Project 
Improve company hiring policies #MyBusiness #SherryThompson 
Review customer support procedures #StaffMeeting #Customers 
Understand financial objects #ExecutiveMeeting #Performance 
Create January business goals #Company #Planning 

 
 

School Lecture 
Attending an educational lecture 
 
Title 
the goal of the meeting 

Tags 
what, why, when, where, how, and/or who 

Understating the Pythagorean theorem #math #geometry #formula 
Examples of Maslow’s hierarchy #physcology #DrFenton 
Important battles of the Civil War #USHistory #APClass  
Common statistical formulas #Math #Statistics #Business 

 
 
Personal Development 
Personal journaling or note-taking 
 
Title 
the goal of the meeting 

Tags 
what, why, when, where, how, and/or who 

January Goals #PersonalDevelopment #2021 
Future Log #tasks #events #2022 
Weight Loss Tracker #fitness #January 
Reflections on my day #personal #Feb3 #2021 
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Best Practices 
 

• It is OK to repeat titles, if your tags are specific and unique to the title. 
• Use block letters and avoid using cursive for titles and tags. It will make it easier for 

the app to convert your handwriting. 
• Always make sure that you list your tags on the #TagIndex page. 
• Avoid using too many tags in the subject box. You can always add more tags in the 

App after you capture the page. 
• Organize your notes in folders in the THINKERS App based on the overall context 

for your notes.  
For example, if you are doing work for clients, create a folder using the Client 
Name. If you are in school, create a folder for each class. 

• Avoid using generic titles. Instead of “Meeting Notes” or “Class Notes” create a title 
that reflects the goals of the meeting or class discussion. 

• Make this system work for you!  
 
Using this framework – along with your THINKERS Notebook and App - will help you 
maximize your personal productivity through a better organization of your notes.  
 
For more information or to ask questions, please visit www.thinkers-workshop.com.  
 
 


