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Introduction

This booklet is the companion document to the OneNote 2016 workshop. OneNote is an application that will
let you take notes and store them in a digital notebook. This booklet will show users how to navigate the
interface, create, format, edit, insert content, organize notebooks, and easily find content.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Identify the components of the OneNote 2016 interface
e Create a new notebook, sections, and pages
e Add and change the formatting of your notes
e Insert different types of content
e Use the draw tools
e Review your notebook with the history and review tools
e Easily search your notebooks to find your notes
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OneNote 2016 Interface

The OneNote 2016 Interface is different from previous version of OneNote. The following illustrates
the interface and where OneNote features are located (See Figure 1).

1. Quick Access Toolbar
2. Ribbon

3. Notebooks

4. Sections

5. Search

6. Pages

7. Page Title

8. Note taking area

9. Quick Notes

Class Ne e‘neNote

Randall Dean
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Paste R B oE e | ey A~ =7 | » [} ‘eading2 -' 2 lnpamant Caird) : Find Outlook  Email Ma%n]g
~ ¥ Format Painter > ; = . [ =l S QaestioniCsy; (7 Tag Tags Tasksw Page Details~
Cliplzgard Basic Text Styles Tags = Email Meeting_s ol
Notebooks ¥ | Biology10f | Math101 | English102 | + 7 Old Courses (4) G)Sea"* G £
My Notebook v || » | (D AddRage
= @ Class Notes
[ Randall @ Work v Tuesday, October 13,2015 8:45AM Harrewsork
i Class Notes
| School i Cells (8)
o~
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nuclear envelope) of eukaryotes
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Figure 1 - OneNote 2016 Interface

Page 6 of 36



The Quick Access Toolbar

The Quick Access Toolbar is a small toolbar at the top left of the application window that you can

customize to contain buttons for the functions that you use most often.

© L- -

Figure 2 - Quick Access Toolbar

Customize the Quick Access Toolbar
1. Click the drop-down arrow on the far right (See Figure 3).

2. Click any listed command to add it to the Quick Access Toolbar (See Figure 3).

3. Click More Commands to choose from a comprehensive list of commands (See Figure 3).

Home Customize Quick Access Toolbar

.n.D Cut « J Back @

Copy Forward

Paste
o ¥ Format Paint + | Undo
Clipboard + | Redo
Print
Notebooks _ _
Print Preview
My Notebook Favorite Pen 1
Favaorite Pen 2
Randall @ Wo
@ Favaorite Pen 3
School Favaorite Pen 4

Favorite Highlighter 1

+ | Touch/Mouse Mode

More Commands...

Show Below the Ribbon

Figure 3 - Quick Access Toolbar More Commands
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Select a command from the list by clicking on it (See Figure 4).
Click the Add button (See Figure 4).

Repeat steps 4 & 5 to add additional commands.

Click the OK button to confirm your selection (See Figure 4).

N o wn e

&
OneNote Options
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E‘HE Custormize the Quick &ccess Toolbar,

Display
Chooze commands from: )

P f' = - -
roating | Popular Commands

Save & Backup Y oY Customize Quick Access Toolbar G
Send to OneMNote o <3eparator> k 4 } [ IE' Back

(&) Back €y Undo
Audio & Video Bullete @ Redo
Language EE  Copy |& Touch/MouseMode
Create Both Handwriting and Dr...
Create Drawings Only

Advanced

Create Handwriting Only
Cut

Delete

Delete Page

Drraw with Touch

Trust Center Email Page

Custemize Ribbon

Add-inz

Eraszer

Favarite Highlighter 1
Favarite Highlighter 2
Favorite Highlighter 3
Favorite Highlighter 4
Favarite Pen 1
Favarite Pen 2
Favorite:Pen 3
Favorite Pend

Favorite Pen 5
Favaorite Pen &

L Favorite:Pen 7

["] Show Quick Access Toolbar below the
Ribbon

Customizations: |

Figure 4 - Add Commands to the Quick Access Toolbar

The Ribbon

The ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by
tabs. The ribbon is designed to help you quickly find the commands that you need to complete a task

Draw History ] i Randall Dean
L C — i . o ~,
Cut CalibriLight +|20 = i< ~ i= - %o |Heading 1 To Do (Ctrl+1) V| o > = '—“‘T—_“]
. Copy - Important (Ctrl+2) |~ ToDo Find Outlook Email  Mesti
aste ) B I U ax, - - - =~ Heading 2 =92 - — ToDo Fin utlool mai eeting
- ¥ Format Painter - < 8 M ¢ Questian (Cirl+3) "l Tag Tags Tasks+ Page Details~
Clipboard Basic Text Styles Tags Email | Meetings -

Figure 5 - The Ribbon
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The File Tab
The file tab takes you to a centralized location called the Microsoft Office Backstage view. This is where
you can open, create, share, and print your notes. You can also change your account settings here.

1. Click the File tab.

Class Notes - OneNote

Randall Dean
Y i o N u} —~
0 cut CalibriLight +|20 = i< ~ i= - %o |Heading 1 To Do (Ctrl+1) V| o > = '—T—‘_“l
. B - Important (Ctrl+2) |~ ToDo FEind Outlook | Email | Meefi
aste ) B I U ax, - - - =~ Heading 2 =92 - — ToDo Fin utloo mai eeting
- ¥ Format Painter - < 8 M ¢ Questian (Cirl+3) "l Tag Tags Tasks+ Page Details~
Clipboard Basic Text Styles Tags Email | Meetings -

Figure 6 - Accessing The Backstage View through the File Tab

2. You can do the following from the Backstage view (See Figure 7).
a. Info - Obtain information about your notebooks.
New - Create new notebooks.
Open - Open existing notebooks.
Print - Print notebooks and see a preview of your notebook.
Share - Share notebooks with people.
Export - Export pages, sections, or notebooks to different file formats.
Send - Send notebooks to people through email.

Sm ™m0 a0 o

Account - Access your Microsoft Office 2016 account information.
3. To leave the Backstage view and return to your notebook, click the left arrow button above
Info (See Figure 7).

Class Motes - Onelate 3 = | *x

Randall Dean

Notebook Information

My Notebook @
Sezih.u.g\ _C|\L=5=s\: dezniiiDocurmentsi OneMote NotebooksiMy Notebocok View Syne Cpen
- | 85hara an Web or Neswark View Met=haok Status Eaclups
Randall @ Work
Settings
= 4‘1.-_,lnv|ta people to this notebook View Motebook
Account School
Opbons Settings
> A‘-‘,Invi‘rs people to this notebook View MNotebook

Figure 7 - The Backstage View
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Creating a Notebook

You can create multiple notebooks. Within a notebook you can create multiple sections and multiple
pages to each section. The following shows how to create a blank notebook with sections and pages.

Notebook

Notebooks are like binders that store your information in a central location. Example notebooks can
be; School, Work, Personal, etc.

1. Click the File tab.

Class Notes - OneNote

Draw History teview i Randall Dean
< Cut e L == ; Ta Do (Ctrl+1) = [ ~ EA
CalibriLight ~|20 = = = i= % |Heading 1 o —
- Copy toribight , - . & - Important (Ctrl+2) - 'Igl F'(} T Lol H Ml;_']
EvSE ¥ Format Painter B lleamme |3 A TI=T Headlng2 - ‘? Questian (Ctrl+3) M 'Io'ago Tlangs Tgskoso‘ Pr:gaxla D:taillr:%
Clipboard Basic Text Styles Tags Email | Meetings A
Figure 8 - File Tab
2. To create a new notebook, click New (See Figure 9).
3. Click on This PC (See Figure 9).
4. Type the Notebook Name (See Figure 9).
5. Click Create Notebook (See Figure 9).
Class Motes - Onehlcta ? - | X
Randall Dean

New Notebook

6 OneDnve - Kennesaw State Univ.. E;l This PC

£ rdeanZl @hkennesow.edu

Notebook Name:

Piint ) - | work - ks (4 ,
E) Sites - Kennesaw State University

Share rdzanil @kennscaw.adu

Fxport 45 OneDnve

Send =
- [0 msec

Account + Add a Place Crezt=in a differant folder

Options

Browse

Figure 9 - New Notebook

6. A Blank Notebook will open.
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Section

Sections are the tabs in your notebook that create categories. Example sections for a Work notebook

can be; Meetings, Tasks, Agenda, etc.

Create a Section

1. Click the Create a New Section tab.

Insert

Dirawe History Feview

0

Lintitled page - Onelate

Rardall Dean

e i i o O— — =
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. B I U akex,- ¥- e |Heading 2 = . - ToDo Find Cutlook  Email | Meeting
- ¥ Format Pairter - L 8 L ? C_Jyestlon (Lt +3.) Tag Tags Tasks~ | Fage Details~
Clipbaard Basic Text Styles Tags Email | Meetings -
MNotebooks ¥ | MNewSectiond Search (Ctrl- B L~
My Notebook v » | \piAddBsce
| Randall @ Work v Wednesday, May 11, 2016 1008AM Uniitled page
Schaol v
| Work - Ksu v
“——lj Quick Neites

Figure 10 - Create a New Section

2. Type a name for the section.

Heview

Untitled page - Onelote

Kandall Dean

Insert

||——E Quick Notes

Draw History

= = » B ] g "
Calbrilight =20 -[i= > i=+ #=-=  # |Heading 1 ] 7o Do -1 | 0 I’ —] r|]—"]
= 4 Important (Tl =2 -
Paste 1 B I U aecx.~ 9%~ | = Heading 2 = 2 F 2 = ToDo Find Outleok Email = Meeting
- ~ Format Painter 4 g T2 -QuestionCtrbd) Tag Tags Tasks~  Page | Defals~
Clpooard Basic Text Styles Tags Email  Meetings ~
Notebooks * [Tt + Search (Ctri-E £
. o | iAddPage
@ Randall @ Work v Wednesday, May 11, 2016 10:13 AM Hntitied fage
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Figure 11 - Type a Name for the Section

3. Press the Enter key on your keyboard.
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Rename a Section
1. Right-click on a section name (See Figure 12).
2. Click Rename (See Figure 12).

Untitled page - OneMNote ? O

Randall Dean

— C = . u] —~
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Copy - Important (Ctrl+2) -
Paste L. akp .| =- i - . —| ToDo Find Outlook Email Meeting
- ~ Format Painter R < - Headlng 2 * |7 Question (Carl+3) "l Tag Tags Tasks~ Page Details~
Clipboard Basic Text Styles Tags Email ' Meetings -
Notebooks x Mew Section 1 [ " > Search [Ctrl+E) -
L_R |
Add Page
My Motebook v B Egor. 2 (+) 9
< Delete

Randall @ Work v Untitled page

Wednesda| G,
Eanes a; Move or Copy...

Merge into Another Section...

School v o
[& Copy Link to Section
Work - KSU v -

Mew Section

MNew Section Group

[

Password Protect This Section...

Section Color 3

|—|D Quick Motes

Figure 12 - Rename a Section

3. Type a name for the section.

Untitled page - OneNote E O
Draw Histary Randall Dean
L C — 1 . o -
Cut CalibriLight - |20 ~|i= - 1= - 2y Headlng 1 To Do (Crl+1) o Q | E j %
Copy - Important (Ctrl+2) -
Paste ) ) B I U abex, - - - =~ Heading 2 =l |2 . _ ToDo Find Outlook Email = Meeting
- ~ Format Painter - - 8 T ¢ Question [t +3) "l Tag Tags Tasks~ Page Details~
Clipboard Basic Text Styles Tags Email ' Meetings -
Notebooks ¥ Meetings |+ Search (Ctri+E) P~
My Notebook v 2 (¥) Add Page
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School v
Work - KSU v

|—|D Quick Motes

Figure 13 - Type a Name for the Section

4. Press the Enter key on your keyboard.
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Move a Section
1. Left-click and hold a section tab with your mouse (See Figure 14).
2. While holding the section, drag the section left or right of the other sections. You will see a
downward facing arrow showing where the section will be placed (See Figure 14).

Untitled page - Onehlote

Draw Histony Review Vie Randail Dear
L Zt (e BN 7 [ [u] o~ o
" Cit Calibrilight =20+ (2 -1~ == 4% Heading1 M Ta Do ety Vv T |> &) LT—_l]
5 8 Copy b Important (Cti+2) - e et Bttt | T v =
aste . B I U abex, - 3. =5 Heoading 2 # . _| ToDo Fin utlool Emal eeting
~ ¥Format Painter = 8 #{lll P QuestioniCrl+3) Tag Tags Tasks= Poge  Detsils-
Clinkoard BasicT Styles Tags Email | Meetings ~
Notebooks ¥ Meetngs | + Search (Ctri+E) Q-
| My Notebaok v » | L) Addpege
It Randall @ Work ¥ Wednesday, May 11,2016 10:08AM Unihted pege
School v
o Work - KSU v

||——|__L| Quick Notes

Figure 14 - Move a Section

3. When the section is where you want to place it, let go of the left-click on your mouse.

Delete a Section
1. Right-click on a section name (See Figure 15).
2. Click Delete (See Figure 15).

o Untitled page - OneMote
iie Insert Draw Histary Review View
L Cir == i [ o ~,
[ 16 I Calibrilight -{20  -|i= - =~ =3= % |Heading 1 ], Jonaieel V| oQ p- = %
=B Copy - Important {Ctrl+2) b
Paste : B I U asex,~ -~ w | =D Heading 2 == . —| ToDa Find Outlook Email  Meeting
- ¥ Format Painter = : - - | 8 7|} P Questidhe(GHiT3) Tl Tag Tags Tasks~ Page  Details~
Clipboard Basic Text Styles Tags Email ' Meetings -~
Notebooks ¥ R e 1 Search (Cirl=E) P~
= Fename
= (+) Add Page
L My Notebook ¥ Ed Eport.. s () &
= [)( Delete {2
¢ Randall @ Work ¥ P Untitled page
- W EL Move or Copy...
School v ;-'D Merge into Another ection..

rnj: Copy Link to Section
i Wark - KSU b am [ew Section
“a  Mew Section Group
Password Protect This Section..

Section Color v

||——D Quick Hotes

Figure 15 - Delete a Section
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Pages

Pages hold the notes in your sections for your notebook. Example pages for the Meetings section in a
Work notebook can be; Group Meeting, Team Meeting, Department Meeting, etc.

Create a Page

1. Click on the section where you want to create a Page (See Figure 16).
2. Click on the Add Page button (See Figure 16).

Filz Draw Histeny Review
e J ol
i CalibriLight ={20  ~|iZ =i~
Paste - |k SE=
2 ¥ Formet Painter By X0 Lt < - A =
Jigboard o asic Texk
Notebooks ¥ : e
=i My Notebook v
9| Randall @ Work v S
School v
S| Work - K5U b
T Quick Notes

View

o

Untitled page - Onehiote

Randall Dear

¥ ToDecelen
Trmporkart (Cd «2)
Cueition (CtH+3)

_'i=_'»1]
Mesting
Details ~

Meetings

Email
Page

vita >
To Do Find Outlock
Tag Tags Tasks=

% Heading 1
Heading 2

=[P

Stiles Tags Email )

Search [Chrl +E
e @ Add Page

Untitled page

Name a Page

Figure 16 - Add a Page

1. Click on a page that you want to give a name (See Figure 17).
2. Click on the Page Title textbox (See Figure 17).

Tnseit  Diew  History

Feviewr

Yiew

Untitled page - Oneblote

Randall Dean

|_D Quick Mokes
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3. Type a name for the page.

Figure 17 - Select a Page
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Move a Page

1. Left-click and hold a page tab with your mouse (See Figure 18).

2. While holding the page, drag the page up or down of the other pages. You will see a right arrow
and a line showing where the page will be placed (See Figure 18).

Pepatment Meeting - OneNote
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Figure 18 - Move a Page

3. When the page is where you want to place it, let go of the left-click on your mouse.

Delete a Page

1. Right-click on a page name (See Figure 19).
2. Click Delete (See Figure 19).
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Figure 19 - Delete a Page
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Page Templates
Page Templates give you pre-formatted pages that consist of backgrounds, colors, to-do lists,
calendars, and other functional content. The following steps explain how to insert a page template.
1. Click the Insert tab (See Figure 20).
2. Click the Page Templates button (See Figure 20).

Team Meeting - OneNaote

Draw Histary Review = Raridall Dean
tE B ol B3 2 & BOB BT
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Figure 20 - Page Templates

3. Inthe Templates pane, click a category to expand.
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Figure 21 - Templates Pane
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4. Click a page template you would like to add.
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Figure 22 - Add a Page Template
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Adding Content

With OneNote, you can add different types of content onto a page such as text, links, tags, screen
clippings, pictures, audio and video recordings, and drawings.

Text

Text can be added anywhere on the page. You can also change the formatting of the text.

Entering Text
1. Click where you want to enter text on the page (See Figure 23).
2. Left-click anywhere on the page (See Figure 23).
3. When you see a cursor flashing, type your text (See Figure 23).

®© 9 L~ = Tasks - OneNote
Home Insert Drawr History Review Wiew

- i — _ = e 5 _

PR Glii  -ju -[iz-i=- | =3= % |Heading 1 v ToDaiCapel vice P& B
= B Copy =1 Irnporant [Ctrl+ 2 = || S d ok | 6 i
Paste ke - | aba | =] % E 1 ot . _ TebBo Find Outlool mazil deeting

T Wrranse [ BT HeEmr [ Feoh o S Heading 2 *| || P Question(Cutvay ol o (o Sy | Detais~

Dipboard Basic Text Styler Tages Emzil  Meetings A

Notebooks * | e \Tleng ) + Seatch (CUI-E o
b My Notebook v =] | Lt AddPage
= Tasks ——

| Randall @ Work ¥ Wednecday, May 11, 2016 10:58 AM I Tasks (. ) II

Schoot ¥ 2

o Work - ksU v E

|__\] Chuick Metes
Figure 23 - Type Text

4. After you start typing, you will see a text placeholder.

$- = Tasks - OneNote
Heme Insert Drrawy tory Rewviewr View Randall Dzan
S g ) ] - S ———————— T
[ Glisi -1 -|i=-i=-|=3= % |Heading1 Al Do (Gl <) vice P S| By
- Irnpoant [Chelad) - i =
Paste ; B I U ax,~ akﬂ,.&, = ||| Heading 7 . _| ToDo Find Outlook Email  Meeting
- Forma Painter =i ' =AdINng Sl 2 usstisnuiay, =i S e i e
Dipboard Basic Text Skyles Tage Emazil  Meetings A
Notebooks + s Oiesnge ) + Search (CLI+E] O
il MyNotebook o |G Aee
Tasks
¢ Randall @ Work ¥ Wednesday, May 11, 2016 | 0-58 AN Tasks
School v o
- Chack email
. Waork - KsU ¥ Pickup flyers
: Contact Chris about team project
r1 Cuick Notes

Figure 24 - Text Placeholder
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Formatting Text

1. Select the text you wish to change the formatting for (See Figure 25).

2. Click the Home tab (See Figure 25).
3. Now make your formatting changes using the Basic Text or Styles group (See Figure 25).

© @
File Inser
] 1 ‘_X_\ Cut
B Copy

¥ Format Pairiter

Paste

Clipboard

Calibri
B I Usakex.- ¥-A- =- X |Heading2

Tasks- Onehote

Drraw Histony
-t -i=-i=- | =3= f# |Heading 1

Basic Teit Styles

[V ToDoCri+d)
Irnportant (Ctrl +2)
? Cuestion {(Ctrl+3)

Tags

Notebooks
T My Notebook

gl Randall @ Work
School

{5 Work -Ksu

||—D Quick Metes

Tasks Meetings: ik

Tasks

Wednesday, May 11, 2016 10:58 AM

P
Contact Chris about team projact

vV Ea

Search (Ctri-EF

(7) Add Page

Tasks

Randall Dean

> O
ToDo Find Quttock Email | Meeting
Tag Tags Tasks Page Defails~
Email ' Meetings ~

Tags

Figure 25 - Formatting Text

You can mark your notes with tags. Tags help you to make checklists, mark for follow up, highlight, and

make your own custom tags.

Add Tags

1. Click on the beginning of a line where you want to place a tag (See Figure 26).

2. Click the Home tab (See Figure 26).
3. Now select the tag you wish to add from the Tags group (See Figure 26).

@
Insert Draw History

i Cuit

F3y Copy

* Format Painter
Clipboard

Notebooks
My Notebook

ll Randall @ Work
i School

% work- ksu

||——j Guick Motes

Tasks - OneMNote

Calibri -1 -|iE-i=-| =3E # ||Heading1
T Uakex -~ #.A- =- X | [Heading2

Easic Text Styles

* | e \(NEtege . +

Tasks
o Wednesday, May 11, 2016 10:58 AM
¥ ( 1 , ER3
[l ek emal

v [} Pickup flyers
||} Contact Chris about team project

[#] ToDaicti+1
Important (Tt +2]
? Question (Crl+3)

=|H

Tags

¥ G5

Tag | Tags

aDaf Find Outlook Email

- &

Tasks»  Page

Email

search [CLrl=E)

(+)Add Page
Tasks

Randall Dezn
)
Meeting
Details -
Meetings -

Figure 26 - Add a Tag
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Find Tags
1. Click the Home tab (See Figure 27).
2. Inthe Tags group, click Find Tags (See Figure 27).

® 9 o" s Tasks - Oriehlots z O .4
File Inseit  Draw  History  Revi o Randall Dean
M i Calibrilight -|20 - |:= - =+ =3= | & |Heading 1 To Do (Ctrl+d) vilEa | 2 &) l_-_E]
=12 Copy - Important (Ctrl+2) - =
Paste i o b= |y H = d = —| ToDo § Find JOutiook Email = Meetin
o rormapanter) [ B F s S L[ = {0 Heading 2 12 Question(Celsd 5] p N ae- | Page Deceils
Clipboard Basic Text Styles Tags Email Mestings y
MNotebooks ¥ ok MEcangs + Search (Ctri=E) L~
' My Notebook v » [ AddPage
= Tasks
| Randall @ Work  ~ Wednesday, May 11, 2016 10:58 AM Fasks
| School v

== | Chack email
5| Work - K5U ¥ []++ pickup fiyers
O Contact Chris about team project

|—||—j Quick Motes

Figure 27 - Find Tags

3. Inthe Tags Summary pane, you can do the following:
a. Group tags by - Sorts the tags in the Tag List (See Figure 28).
b. Tag List - Shows the tags created. Selecting a tag will display that tag in your notebook
(See Figure 28).
c. Search - Change how you want to search for tags (See Figure 28).

Tasks - OneNote ! O

Craw History Review Randall Dean

. o ] - - T - = =
Bl Calibrilight ~ |20 ~|i= -i=~- | = 3= | & || Heading 1 pobpltey vl el > £ %
E 10 - Important (Ctrl+2) -
- | - | =t | i : — ToDo | Bnd Outlook Email  Meetin
- ¥ Format Fainter | P 1 U ¥ X YA > Haading » : ‘} Rumstion {2t »3) " Tag Tags Taskst | Pags Detailsg
Clipheard Basic Teut Stylec Tans Email Mestings s
Notebooks * | Jesks | (Mestings |+ BeipeL I s £ -1l Tags Summary e
gy | T Search completed
| My Notebook v 2 | \2) AddPage - -
roup tags by
_ Tasks o
= | Tzg name i
lm Randall @ Work  + = T e e Tasks st 5 i
e Wednasday, May 11, 2016 10-52 AM 2 T T
" school ~ TnpoCtat
- Pickup flyers
= Cheack email
I Work - Ksu v ]+ pickup flyers ToDa
: [l contact chris about team project

Check email
I:‘ Contact Chris about team project

D Bickup flyers

Search:

:_This notebook =
| E} Refresh Results |

| |£|§ .C.reate"S.;mmary.bage :

See also

Custamize tags

”—D Quick Motes

Figure 28 - Tags Summary
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Remove Tags
1. Right-click on the tag you want to remove (See Figure 29).
2. Click Remove Tag (See Figure 29).

Tasks - OneMote

Insert Draw

Histary

Randall Dean

c . ) o —~
Cut CalibriLight = |20 = iZ - i= ~ s |Heading 1 To Do (e oQ < [~ F‘r_"]
B Copy . . - Important (Ctrl+2) - T T @ttt | e | o
aste L | ape .= - ) — ToDo Fin utlool mai eeting
- ~ Format Painter SR 7oA - Headmg2 * |7 Question (Carl+3) "l Tag Tags Tasks~ Page Details~
Clipboard Basic Text Styles Tags Email ' Meetings -
Notebooks F | Tasks | Meetings =+ Search (Ctrl~E) o~
My Notebook v 2 () Add Page
Tasks
Randall @ Work v Wednesday, May 11, 2016 10:58 AM Tasks
School v o
Check email
Work - KSU v Pickup flyers
T €) e
8Q, Find Tags
L?.!, LCustomize Tags...
|—|D Quick Motes

Figure 29 - Remove Tag

File Attachment

Add files directly into OneNote so you don’t have to re-type information or link a document.
1. Click the Insert tab (See Figure 30).
2. Click the File Attachment button (See Figure 30).

[
4 o Team Meeting - OneMote

Home Draw

Histary

o a. [0 [

Review Vi

Randall Dean

o= D | 8, 7 B
v & @ @ OFE B T Q
Insert  Table preadsheet Diagram = Screen Pictures Online Link  Record Record  Date Time Date & Page Equation Symbaol
Space = = = Clipping Pictures Audio  Video Time  Templates - = =
Insert Tables Files Images Links Recording Time Stamp Pages Symbols -
Notebooks Tasks || Meetings | 4 Search (Ctrl-E) L-
My Notebook 2 () Add Page
Team Meeting
Randall @ Work v Wednesday, May 11, 2016 2:17 PM mmpliEEmy
Department Meeting
School " Team Meeting
Work - KSU N

|—|D Quick Motes

Figure 30 - File Attachment
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3. From the Choose a file or a set of files to insert window, navigate to and select your file
(See Figure 31).
4. Click the Insert button (See Figure 31).

¥ & » Randall Dean » Downloads Search Downloads el |

Organize « Mew folder =~ [ @'

E‘}l Dacuments MName Date meodified Type Size

J‘r Music : =
|1 team_meeting_notes.pdf f 3 );'1_1;'2016 1:52 PM Adobe Acrobat Document (i KB!
[ Pictures —

B videos i

A Randall Dean
./ .android
L. .oracle_jre_usage
L sslvpn
. Adobe Flash Builder4.5
| Adobe Flash Builder 4.7
E Contacts
@) Creative Cloud Files
e Desktop
4. Downloads
- Favorites
P Links =

File name: tearn_meeting_notes.pdf - [AH Files (**) ']

oot - [imes_{(4) Goneel

Figure 31 - Select a File

5. From the Insert File window, click Attach File.

Insert Printout

Figure 32 - Attach File
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Images
Insert images from a screen clipping, pictures saved on your machine, online pictures, or a scanned
image.

Screen Clipping

1. Click the Insert tab (See Figure 33).
2. Click the Screen Clipping button (See Figure 33).

[
4 o Department Meeting - OneMote

Home Draw Histary i Randall Dean
tED I B o|e|lee %R ROR B | TQ

Insert  Table File File Spreadsheet Diagram || Screen JPictures Online Link  Record Record  Date Time Date & Page Equation Symbaol
Space = Printout Attachment = = Clipping Pictures Audio  Video Time  Templates - = =
Insert Tables Files Images Links Recording Time Stamp Pages Symbols -
Notebooks ¥ Tede Meetings + Search (Ctrl=E) L~
My Notebook v 2 () Add Page
Department Meeting
Randall @ Work v Wednesday, May 11, 2016 10:13 AM Department Meeting
Group Meeting
School " Team Meeting
Work - KSU N

|—|D Quick Motes

Figure 33 - Insert Screen Clipping

3. Select what you want to capture on your computer screen.

Figure 34 - Select Screen Clipping
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Pictures

1. Click the Insert tab (See Figure 35).
2. Click the Pictures button (See Figure 35).

_  Department Meeting - Onellote

B Randall @ Work

Draw History Rewview
2= E 1 e £,
v B @ [ B eS| ld &
Insert  Table File File Spreadsheet Diagram ~ Screen fPictures§ Online Link
Space T Printout Attachment * ¥ Clipping Pictures
Insert  Taoles Files Images Links
Notebooks ./

_’ My Notebook v )
Department Meeting

10:13 AM

<

Wednesday, May 11, 2016

¢ School v

Wi Work - Ksu v

“——D Cuick Notes

8
%

Record Record
Audio Video

Recording

L L]
@

Fandall Dean

m O E T QO

)

Date Time Date & Page Equation Symbaol
Time  Templates + T ¥
Time Stamp Fages symbaols
Search (Ctri=E}
, | () AddPace

Department Meeting
Group Meeting
Team Meeting

Figure 35 - Insert Picture

3. From the Insert Picture window, navigate to the picture.

a. Click on the file to select it (See Figure 36).
b. Click the Insert button (See Figure 36).

Organize = Mew folder

ﬁ] Microsoft CneMote

i Favorites

Bl Desktop
(M Cornputer

it Downloads

2 Randall Dean

. SharePoint 2013

|\ SharePoint 2010

& OneDrive - Kennesaw 5
=l Recent Places

(E3) (reative Clond Files

File name: imgl.jpg

Tools

——

e |

- [AI!lPicturﬁ (*.emf;wmf* jpg;’ v]
B) =~

Figure 36 - Select Picture to Insert

Page 24 of 36



Links

Create website links in your page for quick access. You can also create links for sections or pages.

Typing a Website URL
1. Left-click anywhere on the page (See Figure 37).
2. When you see a cursor flashing, start typing the website URL (See Figure 37).

Note: OneNote 2016 will detect a website URL and automatically create the hyperlink for you.

Department Meeting - OnehNote

Draw History Review View

tEE | 8 6 eHes2%2RO0B B | TO

Insart | Tahle File Fil= Spreadsheet Diagram  Scieen Pictures Online Link  Record Recard  Date  Time Date& Page Equiation Symbaol
Space - Brintout Attachment - - Clipping Fictures Audio Video Time Templates~ x ¥
Insart Tables Fites Images Links Recording Time Stamp Page: symbalks
Motebooks ¥ Tasks Még'ﬁ“'gg [+ Search (Ctri+E]
' | My Notebook v 2 (@) Add Page
: Department Meeting
= o - epartr eeti
Randzll @ Work ~ Wednesday, May 11, 2016 10:13 AM Department Meeting
Group Meeting
| Schoal "" TS Team Mesting

wwiw.onenots.com

L4

| Work - KsU

I_D Quick Motes

Randall Dean

Figure 37 - Typing a Website URL

Hyperlinking Text
1. Highlight the text to create a link (See Figure 38).
2. Click the Insert tab (See Figure 38).
3. Click the Link button (See Figure 38).

® 9 g o Department Mesting - Onellote

2 EE I @ @ s ke & = mO B T QO

Incert  Table File File Spreadsheet Diagram =~ Screen Pictures Cnline Link § Record Record  Date Time Date & Page Equation Symbol
Space ~ Printout Attachment - - Clipping Pictures Audio  Video Time | Templates - *
Tnsert Tables Files Images Links Rewording Time Stamp Pages Symbaols
Notebooks F  [(Taks ) Mestings | + Search [Cirl=E)
B MyNotebook ¥ 2 | G AddRage
= Department Meeting
| Randall @ Work v Wedrnesday, May 11, 2016 1013 AM Department Meeting
o Group Mesting
School ¥ i Team Meeting

o Waork- KSu v

||—E Quick Notes

Home Draw Histary Review View 'o Randell Dean

Figure 38 - Highlight the Text to Create a Website Link
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4. From the Link window, in the Address box type the website URL (See Figure 39).
5. Click the OK button (See Figure 39).

Text to display:

|OneMote
Address: i 4 '

|www.onenote.com

Or pick a location in OneMote:
|Search by text in title

All Notebooks

4

My Notebook
Randall @ Work
School

B Work-Ksu

|_||:} Quick MNotes

Create New Page
[1 Onehote (Waork - KSU>Meetings)

-

(5) o ]

Figure 39 - Link to a Website URL

Linking to Another Section or Page
1. Highlight the text to create a link (See Figure 40).
2. Click the Insert tab (See Figure 40).
3. Click the Link button (See Figure 40).

Tl e Department Megting - OneNote
Draw History Review Vi |

T B B I @& 0 o L@ TOR B T QO

Randall Dean

Insert  Table File File Spreadsheet Diagram  Screen Pictures Online Link § Record Record  Date Time Date & Page Equation Symbaol
Space = Printout Attachment = = Clipping Pictures Audio  Video Time  Templates - = =
Insert Tables Files Images Links Recording Time Stamp Pages Symbols -
Notebooks ¥ Tede Meetings + Search (Ctrl=E) L~
My Notebook v 2 () Add Page
Department Meeting
Randall @ Work v Wednesday, May 11, 2016 10:13 AM Department Meeting
Group Meeting
School L2 o - ap Team Meeting

Work - KSU v

|—|D Quick Motes

Figure 40 - Highlight the Text to Create a Section or Page Link
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4. From the Link window, in the Or pick a location in OneNote box select a section or page
(See Figure 41).

5. Click the OK button (See Figure 41).

'I_'g)_q:tu display:
| Tasks
Address:

_oneri'é'teﬂasts.nnessenion-id=|ms-mo42368659. "

e

FCr pick a location In Onehlote:

All Notebooks
® = My Notebook

| Randall @ Work

H Scheol

2 Sl Work - KSU

Tasks
[ == Mestings
= |—||=' Quick Motes

Create Mew Page

Figure 41 - Link to a Section or Page

Recording Audio or Video

OneNote gives you the capability to record audio and video directly into your notes while retaining the
ability to enter text.

Note: To record audio, you will need a microphone. To record video, you will need a web camera.

Record Audio
1. Click on the page where you want to put the recording (See Figure 42).
2. Click the Insert tab (See Figure 42).
3. Click the Record Audio button (See Figure 42).

2 9 %- e Dasartment Meeting - Onshote

Eile Homa Draw  History  Review  View o Fandall Daan

L ) D B Ml i =2 = = D OE ﬁ
¥ B U o h’.g [ B | gl & 1 OISO T Q
Insart | Table File File Spreadshess Dizgram | Screen Pictures Online Link QRecordffecord  Date  Time Dat= & Fage Equation Symibel
Space o Prirtout Attachment = = Clipping Pictures Audio | Video Time | Templaies~ = =
Insert Tables Files Images Links Racording Time Stamp Pages Symbok: ~
Motebooks ' Tasks || Meebngs | 4 search (Crri- D
. =
B My Notebook L 2 () didd Page
= Department Meeting
| Randall @ Work  ~ Wednesday, May 11,2016 10:13AM Pepanment Meshing
Group Messing
School v Team Meeting
| Work - K5U o
|_E Quick Notes

Figure 42 - Record Audio
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4. It will start recording and open up the Recording tab (See Figure 43).
a. To pause the recording, press the Pause button (See Figure 43). To resume the recording,
press the Pause button once again (See Figure 43).
b. To stop the recording, press the Stop button (See Figure 43).

Audio & Video | (Recording...) Department Meeting - Gnelote

Hame Insert Draw Histary Review View Recording... Randall Dean

il
c o
ord Record  Pla See Audio &
dic Video layback Video Settings
Recording Options -~
Notebooks ¥ (TS Mestings | 4+ 2eatth (I E) £
'3 | My Notebook v 2 | )AddPage
— Department Meeting B
p Ranklli@Work ¥ Wednesday, May 11,2016 10:13 AM Department Meeting
Group Meeting
Schoal v Tean Meeting
|| Work - ksu v 2l
Department
Meeting
Audio recording started: 3:26 PM Wednesday, May 11, 2016
|—|D Quick MNotes

Figure 43 - Audio & Video Recording Tab

5. After pressing the Stop button, the Recording tab will change to the Playback tab
(See Figure 44).
6. Use the Playback buttons to listen to your recorded audio (See Figure 44).

o )
-7 = Department Meeting - Onzhote Au % | ~

Hame Insert Draw History f Randall Dean

=l 00:0000:09 Y 1
8 x . = )
Record Record | Play FPause Stop : d Fas ard See Audio &
Audio Video - = L0 Winutes | Playback Video Settings
Recarding Playback Cptions ~

Notebooks ¥ Tasks I 'Muﬁ“g_;: P Search (Ctri=E} Pl
ul My Notebook v 2 | ZAddPage
= Department Meeting
¢! Randall @ Work v Wednesday, May 11 2016 1013 AM Department Meeting
Group Meeting
0 School v e o Tearn Mecting
= | Work - KSU v 2
Department
Meeting

Audio recording started: 3:26 PM Wednesday, May 11, 2016

”—D Quick Notes

Figure 44 - Audio & Video Playback Tab
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Record Video
1. Click on the page where you want to put the recording (See Figure 45).
2. Click the Insert tab (See Figure 45).
3. Click the Record Video button (See Figure 45).

Tl e Department Meeting - OneMote
Draw Histary Review Vi

'o Randall Dean

ew
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Insert  Table File File Spreadsheet Diagram  Screen Pictures Online Link JRecordfRecord Date Time Date & Page Equation Symbaol
Space = Printout Attachment = = Clipping Pictures Audio | Video Time  Templates - = =
Insert Tables Files Images Links Recording Time Stamp Pages Symbols -
Notebooks F o Tasks  Mestings o Search (Ctri-E) L
My Notebook v 2 () Add Page
Department Meeting
Randall @ Work v Wednesday, May 11, 2016 10:13 AM Department Meeting
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School " Team Meeting
Work - KSU v
|—|D Quick Motes

Figure 45 - Record Video

4. It will start recording and open up the Recording tab (See Figure 46) and a preview Video

window (See Figure 47).

a. To pause the recording, press the Pause button (See Figure 46). To resume the recording,
press the Pause button (See Figure 46).

b. To stop the recording, press the Stop button (See Figure 46).

vy
esin - ol See  Audiafl
ectinds 10 Seconds 10 Mmutss  Flaybsch Viden Settings

Widee 5
Recorming Plagsack ptians -
Notebooks _‘den_ mﬂ‘ ¥ Gearch i ~E) P
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Videa recording started: 407 FM Wiednesday, May 11, 2016
"l‘_"- Quick Motes
Figure 46 - Audio & Video Recording Tab Figure 47 - Record Video Preview Window
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5. After pressing the Stop button, the Recording tab will change to the Playback tab
(See Figure 48).

6. Use the Playback buttons to watch to your recorded video (See Figure 48).

Home Insert

Draw History Rel e View

Department Meeting - OneNote

u ¢ >
Playback Randall Dean

=il 22 . il
| P = o ()
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Video recording started: 4:07 PM Wednesday, May 11, 2016

Figure 48 - Audio & Video Playback Tab
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Drawing

With the drawing tools, you can type, create digital ink by pen or highlighter, draw shapes, erase, and

convert the ink to text or math equations.

1. From the Draw tab, you can use the following tools (See Figure 49).

a.

b
C.
d.
e

-

Horme

Notebooks

i School

|—|D Quick MNotes

if 1 My Noteboak v p | D) Add Page

il Randall @ Work ~

Work - K5U v

Type - You can click anywhere on a page and type text.

Lasso Select - Freely select by drawing around what you want to select.

Panning Hand - Move the page around without grabbing the objects.

Eraser - Erase parts of an object or the entire object with Stroke Eraser.

Pen & Highlighter - Use the pen to digitally write notes and the highlighter to highlight
important text. You can change the Color & Thickness of both.

Shapes - Place predefined objects that you can place quickly.

Ink to Text - Convert your digital writings to text. Use this to turn your hand written notes
into text quickly.

Ink to Math - Convert your digitally written math to text. Use this to turn your hand written
math equations to text.

1 o Departrnent Meefing - OneNate

Insert History Review View
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Group Meeting

Team Meeting

Figure 49 - Draw Tab
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History

Tracking activity can be found in this tab. You can see who edited, view versions of pages where
something has been changed, and restore or delete pages or sections that were deleted in the past.

Recent Edits

1. Click the History tab (See Figure 50).
2. Click the Recent Edits button (See Figure 50).
3. Select a date range to search for Recent Edits (See Figure 50).
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4. Inthe Search Results pane for Recent Edits, you can do the following.

Figure 50 - Recent Edits

a. Search - Search by Section, Section Group, Notebook, or All Notebooks (See Figure 51).
b. Sort - Sort by Section, Title, Date Modified, or Author (See Figure 51).
c. List - Displays a list of pages and when they were last edited (See Figure 51).
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Figure 51 - Search Results for Recent Edits
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Page Versions

1. Click on the page where you want to see the previous versions (See Figure 52).
2. Click the History tab (See Figure 52).

3. Click the Page Versions button (See Figure 52).
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Figure 52 - Page Versions

4. You will see a list of versions of the page that you selected.
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Figure 53 - List of Page Versions

Page 33 of 36




Notebook Recycle Bin
1. Click the History tab (See Figure 54).
2. Click the Notebook Recycle Bin button (See Figure 54).
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Figure 54 - Notebook Recycle Bin

3. Inthe Notebook Recycle Bin, right-click on the section or page (See Figure 55) and you can do

the following.
a. Delete - Permanently remove the section or page (See Figure 55).

b. Move or Copy - Move (Restore) or Copy the section or page from the recycle bin back to the

notebook (See Figure 55).

Note: Items are permanently deleted after 60 days. Right-click a page or section to move it out of

the Recycle Bin.
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Figure 55 - Remove or Restore a Section or Page
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Searching

Use OneNote’s built in search feature to search for any open notebooks, sections, or pages.

1. From anywhere in OneNote you can find the search field in the top right corner.
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Figure 56 - Search Field

2. To change the search criteria, click on the Search drop-down arrow (See Figure 57).
3. Select how you want to search OneNote (See Figure 57).
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Figure 57 - Select Search Criteria

4. Click in the Search Field and start typing what you want to search for.
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Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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