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About this Guide

This guide has been designed specifically for delegates who wish to learn the basics of
Microsoft OneNote 2016.

What is included in this guide?

a

Lesson 1: Getting Started with OneNote 2016

Topic 1A: What is OneNote 20167

Topic 1B: Identify the Elements of the User Interface

Topic 1C: Customise the User Interface

Topic 1D: Use the Backstage View to Create a New Notebook
Topic 1E: Save, Print, Email, Search and Share Notebooks

Lesson 2: Working with Pages
Topic 2A: Add/Move/Delete, Rename Pages and Sub Pages

Lesson 3: Inserting Notes
Topic 3A: Insert Typewritten Notes
Topic 3B: Linked Files

Lesson 4: Manipulate Text Topic
4A: Cut, Copy and Paste Text Topic
4B: Format Text

Lesson 5: Inserting Objects into OneNote
Topic 5A: Inserting Lists

Topic 5B: Inserting Tables

Topic 5C: Inserting Screen Clippings

Topic 5D: Inserting Pictures

Lesson 6: Manipulate Shapes
Topic 6A: Draw Shapes

Lesson 7: Manipulate Shapes
Topic 7A: Check Spelling

Topic 7B: Undo or Redo Tasks
Topic 7C: Using the Recycle Bin



Lesson 1. Getting Started with OneNote 2016

Learning Module Objectives

When you have
completed this
learning module you
will have seen how
to:

What is OneNote 20167

Benefits of Using OneNote

The Personal Note Book

Explore the OneNote 2016 User Interface
Customise the OneNote 2016 Interface
Obtain Help with OneNote 2016
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Gather, organize, search, and share

ideas, thoughts, clippings, lists, projects,
meeting notes, lectures, references,

What is OneNote» 2016? \

Notebooks . SGCtions of a notebook

o History
PR o Biols
o o, My, ology

OneNote

L/

Topic 1A: What is OneNote 20167

Benefits of
Using OneNote

Microsoft OneNote 2016 is just like a jotter you would use when you are
gathering or organising information. The main difference is that it is
electronic and is stored on your computer, the network or on the Web.
When stored on such devices, you can be sure that the information you
gather will not be lost or mislaid.

Your Notebook is designed to have different sections and pages within
each section to keep your information stored effectively. You can
create as many Notebooks as you wish. Perhaps consider a Notebook
for different topics you are researching or meeting notes, lectures or
references.

Once you have started to use it, you will wonder how you ever worked

without it!
OneNote at Work
J Work: [ Meetings Direct reports . Projects 5 Customer requests Reference  Conferences ™

Meeting Notes Competitor Analysns

Attendees: Their market share
ety Logo Ideas is growing.

Notes:

> Budget problem Everyone, put your Nick
& ¥ Nick to follow up thoughts here: Work Items
< oF
< ‘z‘o"o Tom

Draftready | Mar5
Final June3

More details in this Excel file:

:Team Traininngaterials El_?

Schedulexis
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The Personal NoteBook \
Gather, organize, search, and share %

ideas, thoughts, clippings, lists, projects,
meeting notes, lectures, references,

OneNote

The Personal Notebook
Personal The Personal Notebook is installed by default to guide you through the
Notebook capabilities of OneNote and explain how it all works.

There is one Section and 4 Pages full of information.

General

OneNote keeps track of stuff at Work, Home, or School

How are OneNote pages different?
Youcantypeanywherechthepise.
For examle, typeyournamethere: ——— 7

Onetlote at Work

@ viche | Mestngs  Drectrepons * Projects” Customerequests . Reerence . Confrences

The Section is named General and the first page is named OneNote
keeps track of stuff at Work, Home or School. Within this page you
will get an idea of what you can store and how you should store it.




OneNote
keeps track
of...

OneNote at
Work section
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The OneNote keeps track of stuff at Work, Home and School page
will demonstrate how the Notebook, tabs and pages all come together.

If you rest your mouse over the words you will see how the information
contained in the Notebook is stored in placeholders. OneNote, unlike
Word, requires any information held to be placed inside placeholders.
Text and images are held in slightly different placeholders are you can
see below.

eNote keeps track of stuff at Work, Home, or School

Gather, organt

arch, 3nd share 55

What are all the tabs?

Notebooks

How are OneNote pages diffe rd|ent? >
You can typeanywhersonthe page. kxl G"h"ﬂ-‘

For examp! e, typeyournamethere: e a -

Text placeholder Image placeholder

Here demonstrates how you could use OneNote in the working
environment. Meeting Notes, Logo Ideas etc. You can also see the
tabs along the top where different types of information can be stored.

OneNote at World

J Work: [ Meetings X Direct reports\ Projects - Customer requests Reference  Conferences

Meeting Notes Competitor Analysis

Attendees: Their market share
e Logo Ideas is growing.

X Notes:
>~ Budget problem Everyone, put your Nick
‘\a“"d ¥ Nick to follow up thoughts here: Work Items
{7_\236\‘00()4- i
“O\e . Howabout [Tom

Draftready | Mar5s
Final June3

Ann

More details in this Excel file:

Team Training Matg[ials \‘:I_j

Schadule s
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OneNote at
Home section

OneNote at
School section

How does it
work? section

This section demonstrates how you could use OneNote at Home with
Trip Itineraries, Camping checklists etc., even some recipes. You can
also see here drawn images within the Trip Itinerary section.

OneNote at Home

J Home:

Trips  HomeRemodel  Shopping ~ Party  Kids  Garden  Guitar Songs  Journal

Campin,
Trip Itinera S Apple Pie
’ - Pacmgchiecint Camera Shopping

vl Tent Ingredients {3
Flashiight e Y |
Sunscreen . Many features -

Leave Bam. Arrive 9pm.

Event magx
?'v m: S vl Insect repellant i‘l A liztle large Dreparation
va P METR  Meet £a0d
< = Bob Like this one
here Senall
Kids' Activities Wedding Planning
~
3 Can share with friends »
and famiy

Alternatively, if you want to takes notes about homework or lectures,
then this section will give you some ideas of the types of information

you can store and the types of tabs you might have.
Onelote at School
B schoot Lecturenctes  Actvities  Weeldy ToDo  Blog idess - Hobbies  Reading  Random
Lecture Slides Drama Club
Performance Sunday
Homework e | i To Do List J Need to get a hat
= o ask sbout \
ey =2 hi Submit application

1 Buy textbooks
vi Call Jen
Plan weekend try
Pythagorean Theorem

PR
x

Books To Read nete® a

Gro

w

hareg

Noten

ook

In this section, you can watch a small video clip to see how OneNote
works. You will require an internet connection, however, to play it.

Howdoesitwork? Watch this 1 minute video:

A XL XL LN

Clickhereto play

AEL XX LX

Alsocheckout thenextpage tabsover onthe upperright.
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OneNote
Basics Page
— Take notes _ _ .
section The OneNote Basics page will demonstrate how numbered lists, tables,
tags, attachments etc. can be held in OneNote.
OneNote Basics
# Take notes of many types
Llisz”:”“;j";s L=t _'ng(g:: I":m See Home > and Insert>
¥ Outlook tasks
(xzﬂ'x) Note links \ﬂ__] 7%'“:“ W{:‘l D-% H J
OneNote This is a clear sectiorwexgslaiﬂdéh@w“boo s, pages.ai.seetions are put
Basics Page | together.
— Organise
section .
Notebooks Sections Pages orgamze
Create as many notebooks sectiors,
> Math = Biology History andpzgesas youneed.
= A
g i _INew Page v >
- Course info New Notebook:
= PR " Sty T, File > New
_}' ,; ) Lecture 1
é Lecture 2
§
¢ Y
1
S R %
U g
OneNote Searching is of paramount importance in OneNote and demonstrated in
Basics Page | this section is how to search for a single word like pyramid. Anywhere
— Search the word pyramid is detected in OneNote, the background will turn
section yellow.
Search
pyramid| 2, Jumptofavorite pages quickly.
Searching... All Notebooks ) )
Title contains: pyramid (1) Find evgnhmdv:rmen notes
2 . : y or text in pictures!
Egyptian Pyramids _) Egyptian Pyramids
J Pyramid dates
Frane] 7 3
pyesmidy o £y
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OneNote
Basics Page
— Share with
Yourself or
others
section

OneNote
Basics Page
— Team
Notebook
Example
section

Top Uses
Page -
Collect
product
screen
clippings
section

In this section you can see how all forms of information can be access
from OneNote whether it is from a mobile device, other people web
access or sharing your Notebook with others.

! Share with yourself or
- others
N~
I Laptop /
e Lg Share > 14 1\9}
Desktop Web access g b=
New Shared  Share This
q\;\eé ¥ Notebook  Notebaok
e
) g I‘G’
Mobile device Other people

Access your notes from anywhere!

(W) Automatic sync. Edit even while offline

As the name suggests, this section explains how a Team Notebook
works. Sections like Meeting Notes, Project Info, Work Items, Training
sections can all be incorporated.

~e
4 ]'1‘) Team Notebook example:

Meeting Notes  Projectinfo  Workitems  Training
B >
Overall team status
Figh-level plan
Overal team sta
Person Workitem Deadline Status |
o Deuis |
Am Writing O3l proges |
A Artwork o s SO
Concapt scasches |
Everyone check them |
OVt On 1™ oI
Tom Marketing Nev 1S Not stared

One of the top uses for OneNote is to take screen clippings from the
Internet and place them into your Notebook. The Screen Clipping
button is very handy for just that. Once placed inside OneNote, it will
leave information on where

Collect product screen dippings
Clipmaps, diagrams, car photos,
weaher, wedding dresses, etc.

Home Renovation Par

Chair Options

Insert >
IC1
Screen
Clipping

or hold: 7 +S




Top Uses
Page — Emall
Notes

Top Uses
Page — Email
Notes

Top Uses
Page -
Collect
articles from
the Web
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Demonstrated here is the ability to take your notes out of Outlook and put
them straight into OneNote or vice versa. Remember you can email a
page from your notebook to others.

E-mail out meeting notes,

3 Microsoft Outiook instructions, status, work items etc.
Message Insert Recipientsdon'tneed Onelote.
...... >
o’ To. |
| e Share >
Send i
: : Me t
Meetlng Notes Subject: eeting Notes E-mail
g - Page
Attendees: Meeting Notes
Notes: Attendees:
Budget problem peryig
¥ Nick to follow up Notes:
Budget problem

¥ Nick to followup

Items in your notebook can be tagged to make it easier to find things.
Here you can see the types of tags you might want to apply.

Tag and find important items

Brainstorming Homework, ideas, billable items,
B customerrequests, to-dos, etc.
Lecture Tags Summary v X You can customize your own tags.
{3 Searching...

=) Homework |

fa} Read chapters3 &4
() Exercise3.4.5

Right-clicka note> ®. 71ag

= Question Home > E*
2  When is project due? .

g Find

? Who to call for issues? Tags

2 Where to meet?

| Idea

¢ Start afood blog

When you are trawling through endless web sites, trying to remember
where you located specific information can be difficult. OneNote will
allow you to copy and paste directly and even keep the URL of the place
where you located the information.

Collect articles from the Web
Volcano News News, research, quotes, etc.
T OneNote preserves the link back.
@ Internet Explorer Is itawake again?

£ http://newsconto

U

Right-click ] Send to OneNote
inlE>

@ Local News

Volcano Activity Growing?

|

Tt

o

Pasted from: htt
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Top Uses Page
— Keep project
documents
together with
your notes

Keeping notes together is essential. Demonstrated here is how you can
embed a document straight into your notebook or attach a file for safe
keeping.

Keep project documents
Comments on Presentation together with your notes

Evenonz, please add your comments

Market Analysis

Insert >
g ® l
Sales arz going up.
Se= data by ragion here Attach
Siidz deck pptx File

(& 7

Salesxdsx

Top Uses Page | What if you have information in PowerPoint you want to add to your

— Annotate notes? Take them into OneNote for comments or future reference. You
lecture slide can simply drag the slide from PowerPoint straight into your notebook.
printouts

Annotate lecture slide printouts
Print presentations, documents, or
anything else into OneNote for
comments or future reference.

e ‘h;‘,.“e In Math | Biology  History

Lecture Slides

Top Uses Page
— Keep key
project emails
together with
your notes

Top Uses Page
— Link meeting
notes and
tasks with
Outlook

2 Need to
ask about
- this

Print from any app >

Select Printer

% Add Printer
A= Send To OneNote 2010

Take information from Outlook and drag or copy and paste into your

notebook.

Outlook E-mail
‘ Project Materials [
‘,’ﬂ OneNote SChedUIe Changes,

Subject | Schedule Changes

From ent

Sent
------ P Hello team members,
Hello team members, g )
Project Schedule has been
extended by 2 weeks:

hedule has

extended by 2 weeks:

Project

Demonstrated here is how you can link your meeting notes and tasks
between Outlook and OneNote. Notice the chain link on the OneNote

icon.

Keep key project e-mails
together with your notes
Send e-mails to OneNote.

In Outlook > m
Ay

OneNote
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Link meeting notes and tasks

Microsoft Qutlook [E=IEN) with Outlook

= Project Materials
OneNote . Home > Y
& Eooas: W SEEEESEEES. Outlook
= = ciar Tasks *
StatusMeeting | | () zn, Suject | Status Mesting
Confroom 36 Location | Conf room 36
John, Felicity, M. | = Finishslides Attendees | John, Feficiy, Ma I Outlooks>
Check budget Link back to Outiook
& Notes: OneNote

*+ ¥ Check budget
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Identify the Elements of the User Interface

W]t =S Unt

Calibri -y -iEZ-i=- @ Headingl
Heading 2
Heading 3

Paste .| 8. A=
€ Fromatpainter | B L Uosbe x, -
Clipboard Basic Text Styles

New Section 1

[ perso

N

/

Topic 1B: Identify the Elements of the User Interface

Background With the launch of the brand new Microsoft Office 2016, the first

brand new look.

more these features would not work so well.

they want.

thinking logically where you would find things.

data, formulas, formatting and page layouts.

mouse pointer enable you to resize the window.

noticeable feature is the User Interface. Microsoft has kept a similar
interface to Office 2007 with all Office 2016 programs now featuring this

There have been dramatic changes to the user interface and what
fantastic changes they are. Gone are the Menus, Toolbars,
Panes and dialog boxes. These features were good in their time where
commands were limited but now that Microsoft Office can do so much

Task

Being replaced by the Ribbon with its new File Tab, Contextual Tabs
and Galleries, users will now find it easier and faster to get the results

If you have been using earlier versions of Microsoft Office, give yourself
some time to find out where everything is and don’t get too frustrated if
you can’t find something. Although at first you may think that Microsoft
OneNote 2016 is the same as Microsoft OneNote 2007, once you delve
deeper you will see there have been some incredible changes.

If this is the first time you have used Microsoft OneNote 2016, you will
find that you will learn where everything is in no time at all. Just keep

In this section of the course we are going to look at different parts of the
interface to help you to familiarise yourself with the main parts of the

screen. Then we will move onto more in depth topics like inserting

Some of the windows within Microsoft Office 2016 now have new
options to move or resize the window. These windows will have a drop
down arrow with 3 options. Close is self-explanatory but Move will give
you a 4 headed arrow stuck to your mouse pointer to enable you to
move the window. Size will give you a double arrow stuck to your
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\
The File Tab

) This is the central location
| File which holds the things you

need to do most often

/

The File Tab
Backstage
View

Info - Share

The File Tab, also known as the Backstage View is bright purple so
that it stands out from the rest of the tabs. This is the central location
which holds the most common things you need to do with your
document like Info, Open, New, Share, Save As, Send, Print, Help,
Options and Exit. The window is split into three sections. We will go
through each section to enable you to familiarise yourself with these

0] - Untitled page - Microsoft OneNote = | B 3
Home  Insert  Share  Draw  Review  View (7]
Notebook Information
Open
N Share Across Devices
New 3} To access a notebook on other computers or
phones, share the notebook on the web
Share Shiare
Tip: sharing with others is optional “i‘) “‘
Save As View Sync Open
Pesgorial Status Backups
Send & Gess \
- C:\Users\Elite\Documents\OneNote Notebooks\...
print Settings BB share on Web or Network
Help
() options pr= This is my life
ot 3 E C\Users\lie\Documents\ OneNote Notebooks\..
Settings B share on Web or Network
e VW Camper
E ] C:\Users\Elite\Documents\OneNote Notebooks\...
Settings BB share on Web or Network
‘L

Here we can see the Info section which is the default when you access
the Backstage View. Any Notebooks which have been used recently
will be displayed here along with options to Share or Close the
Notebook (select the drop down arrow under Settings)

Share allows you to share your Notebook with others via computers,
hand held devices, Network or SharePoint. Sharing your notebook is
optional but is very handy when you and your team are working on
something together.

Share Across Devices
g} To access a notebook on other computers or phones, share the notebook on the
: web
Share

Tip: sharing with others is optional
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Info - Settings

Open

As we mentioned earlier, here you can see any notebooks which have
been created. Personal, which is the default notebook OneNote
provides, is usually at the top.

i Personal
3 E C:\Users\Elite\Documents\OneNote Notebooks\Personal
Settings D Share on Web or Network

v

If you select the Settings drop down arrow, you will see g -
these options which allow you to Share, Close or see the *
notebook Properties. 3 cose

Share does the same as Info, Share and allows you to A propeis
share your notebook with others.

You can see below what the properties window would look like if you
selected it. You can change the location, colour or convert the
notebook back to 2007.

7
Notebook Properties M
Display name: Patricia Notebook
Does not affect the actual notebook folder name.,
lor: F
Color i | Ppatricia Notebook | v
Path: C:\Users\Elite\Documents\OneNote
Notebooks\Patricia Notebook Ehange Locatiogig
Default Format: OneNote 2010 notebook format convert to 201
Conyert to 2007
OK Cancel

The Open button is used to open a notebook which lies either on the
user’s computer or on a server they have the ability to access. You
must click on the button to invoke the Open window.

. —
| . o Untitled page - Microsoft OneNote = | B -

Home  Insert  Share  Draw  Review  View

Info

Open Notebook
Open from the Web

Windows Live
@ Unableto connect to Windows Live.

New
Share Try Again
Save As

Open from other locations

Send (5Browse

Print
Recently Closed Notebooks
Help

This is my life
\

23 options (5]
Exit

(]
J My Do:
]

otebo:
1
L o ote Notebooks ' |

Under the Recently Closed Notebooks section, you can pin the
notbook to the list by clicing onthe small grey ' pushpin. Once

clicked, the pin will turn blue # and the notebook will be held on the
list.
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From here you can open a new blank notebook or a notebook
which exists either on your own computer or a server you have the
ability to access.

@ I W T T Untitied page - Microsoft OneNote

- — .

Home  Inset  Share  Draw  Review  View o

New Notebook

Open
L. Store Notebook On:

i Web
Access from any computer or browser.

Share Share with others (optional).
7% Network

red with others on the network or
SharePoint.

send a My Computer

Save As

Print

Help 2. Name:

1] Options
Exit

3. Web Location:

Windows Live
€ Unable to connect to Windows Live.

Try Again

v

v

From the Store Notebook On section, select where you want to
store the notebook. Depending on which one you select, the
Name and Location options will change to reflect other options.
The illustration above is what you will see when the notebook is
stored on the Web.

In the Name section, enter the name for your notebook. Once you

Create

enter the name, the Create Notebook button will lightup. e

In the Web Location section, select the location you want to
create your new notebook in.

Once you have made your selections, click the Create Notebook
button.

These options are the same as the Info, Share options and will
allow you to share the notebook with others. First select the
notebook, then decide where you want to share on and then (if a
network), click the Browse button and find the location on the

network. Then click the Share Notebook button.
o et T =y
e e e o o
e Share Notebook
Send 10’ o

Friat 0 Network
|

Help

) options

@ e

3. Network Location:
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Save As

Send

Save As allows you to save the current Page, Section or the whole
Notebook. The different formats you can save these in are on the

panel at the right. The options in the right hand panel are
dependant on the options from the middle panel.

o . W T T T Tntitled page - Microsoft OneNote = | B [t
Home  Insert  Share  Draw  Review  View (2]
Info 1. Save Current: 2. Select Format:
Open il
P ‘ ‘ 5 e ‘ File Types
New = ‘ ] f OneNote 2010 Section (*.one)
LH Section g
Sliore ﬁﬂl_ﬂ] OneNote 2007 Section (*.one)
& i
: e
9 Word Document (*docx)

Send
Word 97-2003 Document (*.doc)
| print

PDF (*pd)
Help

[ Options XPS (*xps)

Exit
Single File Web Page (*.mht)

B W W B

s

Save As

i -

If you want to send your information to others, you can send any
page using the following options. If you select E-mail Page or
Email Page as Attachment, OneNote will open your email system
and start a new message with either the page inserted into the
body of the message (E-mail Page) or an attachment. The first
option is better if the recipient doesn’t have OneNote. The second

option, the user must have OneNote installed on their computer to
read it.

You can also send the page as a PDF then the user will be able to
read it as long as their computer has Adobe Reader installed.
If you select Send to Word, OneNote will open Word and insert all

the information from the page into the document. Send to Blog is
useful if you want to publish your page as a blog,.

r - > - - —— Bl
(N]] < | = Untitled page - Microsoft OneNote | B ﬁ
.i. Home Insert Share Draw Review View A 0

Info
Send
Open
Current page: "Untitled page”
New
_8  E-mail Page
Share
UE )  E-mail Page as Attachment
Save As
@ J; :
‘F;' E-mail Page as PDF
Print @ “| Sendto Word
\
Help 1
‘@ Send to Blog
] Options

Exit
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Here you only have two options. If you click Print you can select
which and how many pages, how many copies along with the
printer options.

@]/ < 9 [] Il= " OneNotekeeps track of stuff at Work Home, or Sch - Microsoft OneNote . =HEc

Home  Inset  Share  Draw  Review  View > @

Info

Print

Open

New @ Print
Share @ Print Preview

Save As

Send

Help

|21 Options

B3 it

Print Preview will let you see what your document will look like
before you print it. You can also change the paper size and
orientation and add a footer if required.

Print Preview and Seftings T N BE WEEEEE T S SR (o
i -

Print Preview Print Settings

Print range:

Onetote keeps trackof stuff 2t Work, Home, or school

G, e, i, o e

Scale content to paper width

Orientation:
© Portrait )
© Landscape 2}

Bootep ™
General Page (number) Ei
Start page numbering at 1

Current page is spitinto 3 printed pages.

[+] page1 (et | [ cose ]

Help offers you help on using Microsoft Office Help. Getting Started
to learn the basics quickly, Keyboard Shortcuts to enable you to learn
what these are and use them, Contact Us to let Microsoft know what
you think of the products, Options to customise the way OneNote
works, Check for Updates checks for available service packs which
helps Word work a little better and irons out the glitches.

[« © 1= ™ OneNotekeeps track of stuff st Work, Home, or Sch - Microso

Home Inset  Share  Drow  Review  View - @
Info
Support (x| ff. Microsoft®
open @ visorncers oaOfficé
New —
\;6 Getting Started Product Activated

Share. i ot

[@=]  Keyboard Shortcuts
Save As By ke

send @ Contact Us

Print

ool
Microsoft PowerPoint, Microsoft Publisher, Microsoft Word,
icrosoft InfoPath.

Change Product Key
Tools for Working With Office

About Microsoft OneNote
‘ﬁ Options. Version: 14.0.7116.5000 (32-bit)
[ Options —
.

B on S_ Check for Updates
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Options

Exit
Exit

Here you can change the options for the programe. The General
section is similar to Word or Excel where you can change the colour
scheme or the font. The other options are Display, Proofing, Save &
Backup, Send to OneNote, Audio & Video, Language, Advanced,
Customise Ribbon, Quick Access Toolbar, Add-Ins and Trust
Center will be detailed further in this course.

OneNote Options M
| Y
General | . A 2 >
L ‘_g General options for working with OneNote.
Display
Proofing User Interface Options
Save & Backup [¥] Show Mini Toolbar on selection i

Send 6 OrieNote Color scheme: SllverB

ScreenTip style: | Show feature descriptions in ScreenTips E]
Audio & Video

Default font

Language
Advanced Font: Calibri El
Customize Ribbon size: s B

Font color: |3 ~
Quick Access Toolbar & ﬁ

Add-Ins Personalize your copy of Microsoft Office
Trust Center User name: |Elite
Initials: E

[ OK ][ Cancel ]

Exit will close Word the application. If you have any opened documents,
you will be asked to save these before Word closes.
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-

= M ocut
&

Paste

53 Copy

Clipboard

File Home Insert Share Draw Review View

# Format Painter

The Ribbon \

- Heading 1 L] ToDo(Ctrl+1) ?_‘»\- 3
Important (Ctrl+2) v:| W =

A Find -mail
2 Question (Ctrl+3) = Tlar;s Epamgaé:

Basic Text Styles Tags Mail

i
ik
I

(=
B
&
X

N

A series of tabs to allow you to work with Microsoft

OneNote 2016 j

The Ribbon
Background The

How to Hide or
Redisplay the
Ribbon

Use the
Ribbon

Show Screen
Tips

new Ribbon replaces the old Pull Down menus which used to
appear at the top of the window. These menus were good in their day
but now Microsoft OneNote 2016 can do so much more. Microsoft
wanted a way of enabling users to quickly and visually find commands
required to complete their tasks, hence the Ribbon was born.

There are 8 tabs within the Ribbon in Microsoft OneNote 2016. File,
Home, Insert, Share, Draw, Review and View by default.

¢ Double click any tab within the Ribbon.

e OR Press Ctrl + F1 or click any other tab.

e Alternatively click the small | ¢ up arrow which appears at the top
right of the window.

e Click on the tab name.

¢ OR use the wheel on your mouse to move between the tabs.

The new option for showing ScreenTips has been greatly enhanced and
now gives 3 options which you see below.

ScreenTip style: | Show feature descriptions in ScreenTips B

‘ Show feature descriptions in ScreenTips ‘
| Don't show feature descriptions in ScreenTips
| Don't show ScreenTips

These are called Enhanced Screen Tips and can be switched on or off
by selecting the File Tab then Options at the bottom of the window.
Then select the General tab and under the User Interface Options
select ScreenTip Style from the drop down arrow.

If you select Show feature descriptions in  FomatPpainter (cti-shift-O
ScreenTips you will see a pop up box which in  Ceevfermeting ion one plce
the instance below, gives you the keyboard | .. .. ..ouonio sy
shortcuts to sum plus some text on what the  the:ameformating to multiple
button does 4 '

@ Press F1 for more help.

If you select Don’t show featured descriptions
Format Painter (Ctrl=Shift=()

in ScreenTips you will see this option . If you
select Don’t show ScreenTip you will not see any pop up box at all.
Throughout this manual, Show feature descriptions in ScreenTips
will be switched on.
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Mini Toolbar

Home Tab

Insert Tab

Share Tab

Draw Tab

Review Tab

View Tab

When you select text, the Mini Toolbar is displayed to give quicker
access to the more common formatting tools. If you find that this gets in
your way, you can turn it off by clicking the File tab then Options and
the General section.

Here you have the common things you will do in OneNote like copy and
paste, change the font, add heading styles, add tags, find tags, and
email a page.

Home Insert Share Draw Review View

= ¥ cut

Heading 1 ] ToDo (Ctrl+1) ,':2 3
aading 2 Important (Ctrl+2) =4

i 53 Copy . : il e
aste r: A ke aby =. A | Fin -mail
> FFormatpainter | B £ U abe X = 2 Question (Ctr+3) 7 o0 | page

Clipboard Basic Text Styles ’ Tags | mail

Inserting anything from a space to tables or pictures, links, recording
audio or video, dates, times, equations and symbols can be done from
the Insert Tab.

Home Insert Share Draw Review View

=3 T\ 5 ) D\ -
i | Q = P 6" L‘Efﬂ [ C V) e
¥ | (el @4 | =] 0 @ 47 9 ED QQ
Insert Table Picture Screen Link Attach File Scanner @ Record Record Date Time Date Equation Symbol
Space v Clipping File Printout Printout | Audio Video & Time v v
Insert Tables Images Links Files Recording Time Stamp Symbols

You can email a page from here as well as mark something read or
unread. Also start a new shared notebook or share the current
notebook, see recent edits, find information by author, work with page
versions, or access the Notebook Recycle Bin.

Home Insert Share Draw Review View

2o B Be&KE 0 @
E-mail ext  Mark as = New Shared Share This Recent Find by Hide Page Notebook
Page Jnread Read~ Notebook Notebook Edits * Author Authors @ Versions ~ Recycle Bin~
E-mail Unread Shared Notebook History

This tab allows users to draw different shapes or pen tools, arrange or
rotate drawn items. If you have a tablet PC you can also turn the text
you write with to text.

Home Insert Share Draw Review  View

| O 7 7 7 i 3 =g \ da
QAI / S i A A < A= # 7 NSNS [ r o x | LA ’{7}
Select | £ Lasso P: || [IHo 0 A Coloia | isert Delet Rotat Inkt
elect | Eraser Llasso Panning Z Y, 7 M ‘ - s b —| Color nsert Delete Arrange Rotate nk to
EHPE - selet Hand | | INF| I ANHN NS IANF 7 |[OG 5 5 mickness | space B - et Math
Tools Insert Shapes Edit Convert

Quite a simple tab, this one. Check spelling or translate information of
see linked notes here.

Home Insert Share Draw Review
:‘/W > X ﬁ
v d % ¥ N

Spelling Research Translate Language @ Linked

> Notes
Spelling Language Notes

Change the view here, of the page colour or layout. You can even hide
the page titlel Zoom in or out, view your information in a new window,
have a new docked window or a new side note or keep the OneNote
window on top of all other windows.

Home Insert Share Draw Review View
GllE B BE XD <] {/3>"= 4 L] &

|Normal|Full Page Dock to Hide Page Rule Hide Paper Zoom Zoom i New New Docked New Side Keep
| View View Desktop Authors @ Color v Lines v Page Title Size Out In AJ759° Window Window Note onTop

Views Authors Page Setup Zoom Window
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-

N

e Add Buttons or change
the position of the Quick
Access Toolbar

e 4 buttons by default but
more can be added

~

Customise the User Interface

(ORI

J

Topic 1C: Customise the User Interface

The Quick
Access
Toolbar

Dock to
Desktop Mode

At the top left (by default) of the OneNote window, the Quick Access
Toolbar is displayed (see illustration above). The
icons on this toolbar represent the most common
buttons you will use. The default commands are it
Back, Undo, Dock to Desktop and Full Page [ ..
View. The toolbar can be displayed above or g -
below the Ribbon. To do this, click the drop .| it
down arrow at the end of the icons and select Z:DH
Customize Quick Access Toolbar then Show -
Below the Ribbon.

There are two ways to open the Customize Quick
Access Toolbar window. Either select the drop
down arrow on the Quick Access Toolbar itself
and select More Commands... or from the File

] Options

tab and the Options button.

On the Quick Access Toolbar is a button which will dock OneNote to
your desktop. It is used when you want to use OneNote alongside
other applications you are working on to enable you to quickly make
notes as you go. Below you can see OneNote on the right with Word
on the left. To stop this mode, click the Dock to Desktop Mode button
again.

Customize Quick Access Toolbar

v | Back

Full Page View
Favorite Pen 1
Favorite Pen 2
Favorite Pen 3
Favorite Pen 4
Favorite Highlighter 1
More Commands...

Show Below the Ribbon

@ @ Home Draw View

AaBb(|amvcal A #

Heading 1 ~ Change Editing
¥ | Styles~ 4

T Normal

Styles

" 151 16 1 117+ 1 18" |

Il " What's on the Ribbon

When

-
ey
=
=3



Customise the
Quick Access

Change the
order of the
Buttons

Remove
Buttons from
the Quick
Access
Toolbar

Reset the

Quick Access
Toolbar

26

Select the File tab then Options button.
Select Quick Access Toolbar option from the left of the window.

From the Choose commands from section at the top left of the
window, click the drop down arrows and decide which group of
button you want to select from.

Click on one of the buttons from the left side of the window and
click the Add button 4dd=>  to place the button on the Quick
Access Toolbar.

Click OK.

OneNote Options ‘ (G <)

General a

ﬂ Customize the Quick Access Toolbar
Display
Choose commands from: (i

Proating Popular Commands

Save & Bach

Customize Quick Access Toolbar:
© Back

“) Undo

[] Dockto Desktop

=] Ful Page View

7 Favorite Highlighter 1

<Separator>
0 Attach File

© Back

IS Bullets

Ga copy

& Copypart of the

Customize Ribbon

2 Crea
Quick Access Toolbar % Create Handwriting Only
& cut
o X Delet:
Trust Center k Delete Page I
[ add>> =]
[] Dockto Desktop J L
=4 E-mail Page << Remove -

7 Eraser

7 Favorite Highlighter 1
7 Favorite Highlighter 2
7 Favorite Highlighter 3
& Favorite Highlighter 4
# Favorite Pen 1

# Favorite Pen 2

# Favorite Pen 3

# Favorite Pen 4

# Favorite Pen 5

v - .

Customizat tions: | Reset v |
Show Quick Access Toolbar below the L
Ribbon

Import/Export ¥ | i
ok Cancel

Select the button in the right hand side of the window (Quick
Access Toolbar).

Click the Move Up l;’or Move Down ILJ buttons. The buttons

at the top of the list will appear at the leftmost side of the Quick
Access Toolbar. The buttons at the bottom of the list will appear at
the right hand side of the Quick Access Toolbar.

Select the button in the right hand window within the Customize
Quick Access Toolbar window

Click the Remove button <= &emave |

Select the File tab then Options button.

Select Customize then Quick Access Toolbar.
Click the Reset button.

Click OK
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e You can create as many
notebooks as you
require

e They can be stored on
the Web, Network or on
your Computer

-

/Use the Backstage View to Create a New Notebook\

_/

Topic 1D: Use the Backstage View to Create a New Notebook

Background You can have as many notebooks as you wish and decide to store them

in a number of places. Often you will want a new Notebook for a
particular topic you are researching or want to document.

Create aNew | e From the File tab, select New

Notebook

e You will see the New Notebook part of the Backstage view

Help

2] Options

Exit

ot S Diw e View @

New Notebook

1. Store Notebook On:

3. Location:

=B -

notebook

e From the 1. Store Notebook on section, select either Web,
Network or My Computer. We have selected My Computer

¢ In 2. Name section, enter the name you wish to give your

¢ In 3. Location section, enter the file path for the notebook or
accept the default which is usually the Documents library.

e Click Create Notebook
e Your new notebook will be displayed.
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/ Save, Print, Email, Search and Share Notebooks \

‘ Share with yourself or
e Share your notebooks = others
with others A e
e Print apage, agroup or -, o .
a section B & ol

e Save your notebook

\ r eg u | ar I y (®) Automatic sync. Edit even while offline. /

Mobile device Other people

Access your notes from anywhere!

Topic 1E: Save, Print, Email, Search and Share Notebooks

Background

To Save a
Page, Section
or Whole
Notebook

Just like any other software, you will want to save, print, email, search
or share your information with others. The Notebook, by default, will
be saved as you enter information.

e From the File tab, select Save As and you will see a window
similar to the one below

Home  Inset  Share  Draw  Review  View (7]
Info 1. Save Current: 2. Select Format:
Open b File Types
Page
o 3
New o @_‘ OneNote 2010 Section (*.one)
- | Section

Share EﬂJ] OneNote 2007 Section (*.one)

=
2 Notebook
Save As ]
W) Word Document (*.docx)

Send

@j Word 97-2003 Document t (*.doc)
Print
A PDF (*.pdf)
Help =
i) Options Q XPS (*xps)
Exit
gj‘ Single File Web Page (*.mht)
ﬁ
el
Save As
/
4 1 »

e From the middle panel, select either Page, Section or
Notebook

e From the Select Format section at the right, select whether
you want to save the notebook as a OneNote notebook, a
Word document, a PDF/XPS or as a Single File Web
Page

e Click the Save As button and the Save As dialog box will be
displayed

e Select where you want to store the notebook and click
Save.



Print a Page
Group, Page
or Section
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From the File tab select Print

The Print section will be displayed. Select Print Preview if
you want to choose what you want to print

.al. Home Insert Share Draw Review View
Info :
Print
Open
. R
New '*2}"1 rin
Share \_L\ Print Preview
Save As

We have selected Print Preview
This will display the Print Preview and Settings dialog box

Print Preview and Settings ‘i‘&
Print Preview Print Settings
Print range:
Current Page E]
[Page Group |
Current Section

—!

V| Scale content to paper width

Orientation:
@ Portrait 5]
Landscape =)
Footer:
New Section 1 Page (number) E
V| Start page numbering at 1

“ | Page 1

Print... Close

From the Print Settings section, and under Print range, select
whether you want to print the Current Page, Page Group or
Current Section.
Decide under Orientation whether you want to print Portrait or
Landscape
If you want a footer, click the drop down arrow and select from the
choices. If you don’t want a footer, select None

Footer:

New Section 1 Page (number) [Z]

....................................................................................

Page (number)
New Section 1
(none)

At the bottom left of the window, you will see how many pages you
have and arrows to navigate you from page to page.

When you are happy with your choices, click the Print button

The Print dialog box will be displayed
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= Print LX)
General
Select Printer
<»z?.;'xAdd Printer = Microsoft XPS Documen
= Adobe PDF = Send To OneNote 2010
& Fax
i3 HP Photosmart Plus B210 series
Status:  Ready [] Print to file [chs\
Page Range
Al Number of copies: 1
©) Selection Current Page
1l 22l 313
Pt
e Select a printer, a' Page Range and the Number of copies then
click Print.
Search your e By default, OneNote will search All . . \iooe conn o~
Notes Notebooks. If you want to change —— '

this, click the drop down arrow to the
right of the Search Pane and select an
option from the list

Find on This Page (Ctrl+F)
This Section
This Section Group
This Notebook
v | All Notebooks

¢ In the Search Pane at the top right of
the window, enter the data you are

SearChing for Set This Scope as Default

pyramid| P~
Searching... All Notebocks
| Title contains: pyramid (1)

] Egyptian Pyramids
B Pyramid dates

h:

b s for

N S
Leaay b

SRS 1..... .o over 00

i ;
Py i Egrt

¢ Where the words appear in your Notebooks will be displayed

¢ If you are on a page where the words appear, they will have a
yellow background

e To jump to the place either click on the place indicated in the
search




31 Microsoft OneNote 2016

Email a Page
(Option 1)

e Open the page you wish to email
e From the either the Home tab or the Share tab, click the E-mail

=1
E-mail
Page

Page button.

e OneNote will open your email with a new message and insert the
page into the body of the email and insert the name of the page
into the Subject box. (See illustration below).

r |
Al . SN OneNote keeps track of stuff at Work, Home, or School - Message (HTML) o ® |
[WSEE] | Message | mmset  Options  FormatText  Review > @
A ) g&ﬂ aggg @ -luji 39 ¥ Follow Up ~
3 s ¥ High Importance
paste LB 7 u|¥-A Address Check | Aftach Attach Signature
- = Book Names | File Iem~ - 4 LowImportance
Clipboard Basic Text Names Indude Tags x| Zoom
To.. | I
Cc..
Subject: | OneNote keeps track of stuff at Work, Home, or School
&
-
OneNote keeps track of stuff at Work, Home, or School =
l
t Gather, organize, search, and share %5
ideas, thoughts, clippings, lists, projects,
meeting notes, lectures, references,
How are OneNote pages different?
)| | You can type anywhere onthe page.
For example, type your name there: e
|
-
2 v
fl
Search results might be incomplete because items are still being indexed x

Ema” a Page ’—‘ 4 Alleme There are no items to show in this view.
(Option 2) ¢ Enter the email address of the recipient, then click Send.
¢ Open the page you wish to emalil

e From the File menu, select Send and you will see a window
similar to the one below.

@ OneNote keeps track of stuff at Work, Home, or Sch - M.. E P
.Hu Home Insert Share Draw Review View 0
Info
Send
Open

Current page: "OneNote keeps track of stuff at Work,
New Home, or School”

Share Aj E-mail Page

Save As ‘U{ s E-mail Page as Attachment

@pg. E-mail Page as PDF

Print

@ = Send to Word
Help
1] Options _Qj Send to Blog
Exit

e Select the E-mail Page option. OneNote will open your email with
a new message and insert the page into the body of the email and
insert the name of the page into the Subject box.
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Share your e From the File tab, select Share
Notebook
W|th OtherS Home  Insert  Share  Draw  Review  View @
Info
Share Notebook
Open
1. Select Notebook:
New e 1
7).: SharePoint 2013 v
Save As 2. Share On:
Send LA Web
'-‘36 Acc er or browser
. Share with others (optional)
Print 3 W Network -
E 8 ] Shared with others on the network or
Help "~ SharePoint.
[ options =
3. Network Location:
Exit
https:/; i i :443/HC/Shared D Browse
Locations
My Site

== https://trainingit900-my.sharepoint.co.,

Training C
= https:/trainingita00.sharepoint.com:44

§ 1]
-
Share

Notebook

v

e Inthe 1. Select Notebook section, select a notebook to share

¢ Inthe 2. Share On section, select from Web or Network

¢ We have selected Network in the above illustration

¢ Inthe 3. Network Location, browse to where you want to store
the notebook. If you have SharePoint, you can share it there.

e Click Share Notebook

¢ You may need to log into SharePoint or your Network to gain
access to save it.
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Lesson 2: Working with Pages

Learning Module Objectives

When you have
completed this
learning module you
will have seen how
to:

Add pages and Sub Pages
Move Pages

Rename a Page

Delete a Page
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-

= Add pages and subpages to T
help organise your | INew Page +
information

» The subpage will sit
underneath the main page

= Move, Rename, Delete pages
as necessary

/ Add Pages/Subpages, Move, Rename, Delete Pages \

Trip Journal

1
Summer 09 B

June
Beach Hike

Collapse
subpages

Camping

4
‘& July
Road Trip

Hawaii

New Page
button

Drag <>
to make

a subpage J

Topic 2A: Add Pages and Sub Pages

Background

Add a Page

Add a Sub
Page

Other ways
to add

Pages and
Sub Pages

To help you better organise your Notebook, you should insert pages
and subpages as necessary. The Page would be the main information
where the subpage would be subsidiary to the page. The subpage will
sit underneath the main page.

As you continue to work with OneNote, you may wish at some time to
move, rename or delete a page. This is a simple process. Although
care should be taken when deleting a page, you can always retrieve it
back from the Recycle Bin!

= From the top of the right hand panel, Click
the New Page button

= Alternatively, click the drop down arrow on
the New Page button and select New Page

“| _INew Page v >

| _]New Page v
] NewPage (Ctri=N)

e Click the drop down arrow on the New Page button and select New
Sub Page

_]New Page v
] NewPage (Ctrl=N)

] New Subpage

Trip Journal

_JNew Page +
' Summer 09 Collapse
= subpages
Beach Hike
New Page ' Camping
button & July
Road Trip Drag <«
Hawaii to make

a subpage



Move a Page
or Subpage

Rename a
Page

Delete a Page
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¢ Right click the page name in the right hand panel
e From the list presented, select Move or Copy

I Test page

X Ddete I
s
Ea Copy
3 Pajte

~§, Cdpy Link to Page

A3 Move or Copy... (Ctri=Alt+=M)

e The Move or Copy Pages dialog box will be displayed

v Move or Copy Pages ? =

Move or copy page to:
Search by textin title P

|_All Notebooks
= J Personal
=] U Test
& Word 2010
& Excel 2010

B Unfiled Notes

[ Move ‘[ Copy ][ Cancel ]

e Select the notebook, section or page where you want to move to
and click the Move button

¢ Click into the small oblong circle at the top left of the page

| Word2010 * Excel 2010

e Enter the text required to name the page.

¢ The name of the page will also be displayed at the right hand side of
the window.

_]New Page v >
The Ribbon
Add Buttons

¢ Right click the page name

‘ _]New Page v >
The Ribbon
*+d Buttons

X Delete

o Select Delete from the list of options.



Lesson 3: Inserting Notes

Learning Module Objectives

When you have e Insert typewritten notes
completed this e Linked files

learning module you
will have seen how
to:
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/ Insert Typewritten Notes \

= Typewritten notes are
entered into a text
placeholders

= You can have as many
typewritten notes as you Here is some textin OneNote
wish

= They can be dragged or
copied and pasted to any

NG /

Topic 3A: Insert Typewritten Notes

Background When you start to use OneNote you will most likely want to start with
some text entries. Text will be placed inside a text placeholder and as
you type, the placeholder will grow larger to accommodate the text.
Once the text is there, you can resize or move the text placeholder to
where you want to store the text on the page. You can even copy (or
cut) and paste it to another page or another application.

Below you can see how a text placeholder looks and clearly see the
borders around the box.

The Ribbonin OneNote has 7 tabs by default starting with the green File tab.
* File
¢ Home
* Insert
* Share
¢ Draw
* Review
* View

To Insert e Click on the page where you require the text.

L%E[’:;N”tten e You will see a small box appear like the one below

e Type the text you wish
e Click out of the box
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To Decrease o Click inside the box and you will see a darker border area at the
or Increase top

the size of
the box

e To the top right of the box, you will see two small alows Drag
e the left arrow to the left to decrease the size of the box. Drag
¢ the right arrow to the right to increase the size of the box

Place the Box | e Point to the top outside edge of the box over the small dots

on another .
part of the e Once you see a four headed arrow X, drag the box to where it &

page required on the page.

Cut or Copy ¢ Right click the top edge of the text placeholder
the Text e Select either Cut or Copy
e Or click either the Copy or the Cut button on the Home tab

¢ Click where you want to pase the text placeholder (another page,
or another application)

e Right click and select Paste
e Or click the Paste button on the Home tab
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-

.

-

with a Linked Notes

[1 You can also link to

[1 The benefit is when you

Linked Files

Most Office Applications
have a link to OneNote

[ESEER %

erences Mailings Review View @

Microsoft Word

-

button

Annual Report

R T

Automatic

another file straight from
OneNote itself

click the link the file will
open in whatever
applciation it was created

Topic 3B:

Background

Linking to
OneNote
using Word

Linked Files

Using OneNote you can link to another application like Word or Excel.
Once the link has been made in OneNote, you can quickly open the link
and use the other document.

Linked
Notes

Most Office applications in the 2016 suite have the Linked Notes
button. You can either link to OneNote through the Office application itself

where you see the OneNote button or you can link through OneNote.

o

v

Once the link has been made, a small link icon
OneNote at the top left of the window.

will appear in

¢ Open the Word document you want to use for the link

¢ From the Review tab and the OneNote group of buttons, click the
Linked Notes button

e OneNote will open along with a small window for you to decide

which notebook you want to link to.

Home Draw  View

Do %} Reject 2 N rTI
v | = == |19
A &) previous - Scie-1) =
Accept Compare Restrict | Linked b =t
- 9 Next - Editing | Notes B 7 U ¥-A S
Change: Compare Protect OneNote BadicTet
AR RS E AN 7 SO 3 S s 2 pn
Select Location in OneNote
Pick a section or page in which to put the item:
|
[ Recent Picks
= 3 RO itory
@ Unfied Notes (Unfiled Notes)
@ General (current section)  (Personal)
| OneNote keeps track of ... (Personal/General)
Al Notebooks
S personal "t ngy
B @ General
I . Unfled Notes 1
TN Linfled Notee i
Q) (o ][ cancel
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From the Select Location in OneNote window, click on the
Notebook and the page you wish to link to then click OK.

S
A smalllink icon will appear in OneNote at the top left of
the window.
Start to type any notes in OneNote about the document and you

will see a small ‘_’ symbol indicating that you have linked to the
document

Microsoft Word ‘ EJ,%

erences Mailings Review View @
7 Today

,gaz
(]

Review report

Annual Report

oo (W] * Needs clarfication
W in second paragraph

Automatic linking

S
If you click on the small icon, you will see a menu like the
one below displaying which documents are linked and a way to
delete links on the page
S
Z Linked File(s) * | (W] Tabs.doc

)( Delete Link(s) on This Page » | ... ...
5@ Stop Taking Linked Notes

2] Linked Notes Options...
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Lesson 4: Manipulate Text

Learning Module Obijectives

When you have e Cut, Copy or Paste Text
completed this e Format text

learning module you |« Use Text Styles

will have seen how
to:




/ Cut, Copy and Paste Text

* You can cut, copy or paste
text, placeholders, graphics
or anything else in OneNote

= Paste the item where
required

= Same principle applies to all == & Cut
= Select the item, then choose T 53 Copy
cut or copy » . J Format Painter
Clipboard

~

/

Topic 4A: Cut, Copy and Paste Text

Background When using OneNote, you will more than likely want to cut or copy
something. Here we will look at cut, copy and pasting text. The same
principle would apply to any object in your notebook.

Cut will remove the text or item, copy will take a copy of the text or item

and paste will insert the item where you select.

Cut and Paste e Select the text you want to cut
text
¢ Cut

keyboard
e Select where you want to insert the text or item

=

Pafte
keyboard

paste.

| re2s |
Paste

-

Paste Options:

& [S][a] @

e Either click the Cut button or press Ctrl + X on the

e Either click the Paste button or press Ctrl + V on the

e The drop down arrow on the Paste button offer you more ways to
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-~

N

~

Format Text

Text can be formatting in a similar manner to Word
2016

You can add all the usual formatting to include
Heading Styles

Calibri B o =ass| Heading 1
> _ . | |Heading2 v
B 7 Uaex,” | ¥-LQ-|FHE|E" |jeading3 3
Basic Text Styles

/

Topic 4B:

Background

Format Text

Button

Calibri

Format Text

Formatting text is easy with OneNote. You have a Basic Text group of
buttons along with Heading Styles. Just like Word, select the text and
then apply the formatting.

Select the text you want to format

From the Basic Text group of button, select the formatting options
from the group.

The table below lists the buttons and what they do.
What it does

Font — changes the front. Click the drop down arrow

Font Size — changes the font size.

Clear Formatting — clears formatting back to normal setting
Bullets — Start a bulleted list

Numbering — Start a numbered list

Bold — Makes the selected text bold

Italics - Makes the selected text italics

Underline - Makes the selected text underlined

Strikethrough — Draws a line through the middle of selected text

Subscript - Create small letters below the text baseline

Text Highlight Colour — Make the text look like it was marked with a
highlighter pen

Font colour — changes the font colour

Decrease Indent Position — Decrease the indent level of a paragraph
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Decrease Indent Position - Increase the indent level of a
paragraph

Paragraph Alignment — Changes the alignment of text or a
paragraph

Styles — Applies heading styles to selected text.

Styles in OneNote

Stylesin OneNote help you to see headings instantly. Youcan add
up to 6 heading styles. Each one slightly smaller than the next.

Heading 2 Style

Thisstyleis much smallerthatthe style above. Give a professional
look to your notes by addingSters.l
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Lesson 5: Inserting Objects into OneNote

Learning Module Obijectives

Inserting Lists

Inserting Tables

Inserting Pictures
Inserting Screen Clippings

When you have
completed this
learning module you
will have seen how
to:




/ Inserting Lists \

= We all make lists at

some time or other ) _
’ . . Lecture Slides
= Creating Lists in

OneNote is quick

and simple = |t o R -
= |ists can be <. this L] Submit application
L] Buy textbooks

bulleted, numbered 2 Call Jen
or have a tick box - ] Plan weekend trip

K to the left /

Topic 5A: Inserting Lists

Background When using your Notebook, you will more than likely want to make lists
of things. It may perhaps be a list of things you have to do or a simple
list of items you need to remember which have bullets or numbering

beside them.
Creating e Click on your page where you want to start the list
Bulleted Lists -
¢ From the Home tab, click the Bullet - button

e Start to type the list as required
e Press Enter to go to another line of bullets
o Continue until list is complete

¢ If you want a different bullet from the
usual black circle, click the drop
down arrow on the bullet button oo

| Bullet Library

None | @ ® ® (@]

before you type the list and select 2Rl
one of the graphical images. o[l lla]]n
e If you have already typed your list,
select all the lines of text with bullets o P » — —=
then click the drop down arrow on
the bullet and select one of the > » * ¥ #*
graphical images.
- -— ©
Notes from Meeting (O] |v| & X

¢ CallDaveregarding Accounts i
¢ Checkon Financial Statements

* Gooverminutesof meeting

* Ensureactionscompleted
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Creating
Numbered
Lists
e Click on your page where you want to start the list

Z— v

¢ From the Home tab, click the Number button
e Start to type the list as required - S
e Press Enter to go to another line 1““"
of numbers = :
e Continue until list is complete Numberng oy
. 1. 1st. . A
o If you want a different number  wene 2 ;e b B
from the usual 1. 2. 3, click the : ' : :
drop down arrow on the number ; T - o o
button before you type the list ™ " i o
and select one of the other ) D a @ @
number options. i) 1 ® © ©
e If you have already typed your o | Two | Second. | 2
list, select all the lines of text with @ mn dhree! =| [hiid: —) |35

numbers then click the drop I i

down arrow on the

number button and 4
select one of the Notes from Meetmgl

number styles. 1. CallDaveregarding Accounts
2. Checkon Financial Statements
3. Go overminutesof meeting

4. Ensureactionscompleted

Tagged Lists | o Click on your page where you want to start the list

¢ From the Home tab and the Tags group, click the To Do button

| ToDo (Ctrl+1) or press Ctrl + 1 on the keyboard.

e Start to type the first item on
the list

e Press Enter to go to another
line and click the To Do
button _] To Do (Ctrl+1) or
press Ctrl + 1 on the
keyboard and then type the next item on the list

e Continue until list is complete and you list might look something like
the one below.

Project Plan
_| CreateBusinessCase

O

Project Plan

Create Business Case

Send to Board for Approval

On declined, gotoclose Project phase
On Accept, prepare PID

(o

e To mark a tagged list item as complete, click inside the tick box.

Project Plan

/| CreateBusinessCase
/|| Sendto Board for Approval




Inserting Tables \

Overall team status

= Similarto creating | s

= Tables of
information are
easy to read

i n WO rd Person Workitem Deadline Status
im Wiritiny Oct 21
- You Can See the JAnn .:rr:::k C:ZS C ches
number of columns Everyonicheck theis
out on this pags!
an d rows befo re Tom Marketing Nov 15 Not started

you create it

N /

Topic 5B: Inserting Tables

Background Tables feature in lots of different documents and OneNote is no
different. Information held in tables is easy to read and understand. If
you have ever created a table in Word, then it's very similar in OneNote.

Creating e Click on your page where you want to start the table

Tables e From the Insert tab, click the Table drop down arrow and you will
see a number of cells being offered

5x4 Table

I [ |

|

I

I | O I
LU N0
I O
I O
N |
j Insert Tabg..,

¢ Click inside the last cell and the table will appear on your Notebook
e Click inside the first cell and type the information required

e Press the Tab key to go to the next cell and continue entering your
data

e Press Shift + Tab if you want to go back the way

e You will be given a Contextual Toolbar on the Ribbon to make
changes to the table.

m Home Insert Share Draw Review View Layout

B | B =] = ¢ ¥ ax 2 0§ 0B :
EEE = fas /\P g A e é‘_’i == =
Select Select Select Select Delete Delete Delete Insert Insert Insert Insert Hide Align | Center Align

Table Columns Rows Cell Table Columns Rows Above Below Left Right Borders Left Right
Select Delete Insert Borders Alignment

e You will be given a Contextual Toolbar on the Ribbon to make
changes to the table.
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-~

N

= Screen clippings can
be taken from any [ Home Renovation s
application or part of e—
an application or from i
the Internet f/

= When caputred from
the Internet the
location, date and
time is inserted

Inserting Screen Clippings \

Chair Options

Topic 5C: Inserting Screen Clippings

Background

Inserting
Screen
Clippings

Screen Clippings are available in OneNote, Word, Excel, PowerPoint
and Outlook and give the ability to capture an image. The image can
be of another program or something on the Internet. If you capture an
image from the Internet, a link to the web page along with the date and
time of capture will also be inserted. Very handy if you are researching
something on the Internet and need to remember where the information
came from.

Before you attempt to take a Screen Clip, make sure you have
whatever you are capturing directly behind OneNote. The reason for
this is that when you activate the Screen Clipping button, OneNote will
be minimised and whatever is directly behind will be what is captured.

e Click on your page where you want the image to appear
¢ From the Insert tab and the Images group, select the Screen

Screen
Clipping
Clipping button
e OneNote will minimise and what is behind will grey out. Your
mouse pointer will change to a cross +.

e Place your mouse at the top left corner of what
you want to capture.

¢ Hold down the left mouse button and drag across
the image required

e Let your mouse go and whatever you selected
will be placed into OneNote.

e Ifyou have captured an image from a web site, the URL, date and
time will be stamped underneath the image. (see illustration above)

e If you have taken a screen clip from a programme, the date and
time of the screen clip will be inserted underneath the image.

Screen clipping taken: 15/07/2014 09:59
1

i
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/ Inserting Pictures \

= Pjctures can be
inserted from
almost anywhere

= Once the pictures
are in OneNote you
can move or resize
them as necessary

Topic 5D: Inserting Pictures

Background Pictures can be inserted into OneNote from anywhere on your computer
or \etwork. Once the pictures are in your notebook, you can move or
resze them as necessary.

Inserting e Click on your page where you want to place the picture

Pictures

Picture
e From the Insert tab, click the Picture button and you will

see the Insert Picture dialog box

¢ Navigate to where the picture exists and select it
o Click the Insert button and your picture will be shown in your

notebook.
R_esize the e Select the picture and place your mouse pointer over one of the
Picture corners. Your mouse pointer will change to a double headed arrow
(1 )arrow

e Keep holding down your left mouse button and drag to the opposite
corner to make the picture smaller.

o Drag to the away from the picture to make the picture larger.
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Lesson 6: Manipulate Shapes

Learning Module Obijectives

When you have o Draw Shapes
completed this e Format Shapes
learning moduleyou | ¢ Rotate Shapes
will have seen how
to:
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-

-

Shapes can help enhance

what you are trying to Trip Itinerary

pointoutorsay s

Shapes can be lines, Leave: 8am. Arrive: 9pm.

. . Event map:

arrows, basic shapes like 13

square or rectangle - ?“@s@_\\
| E 79,

You can draw freehand vy wQﬂ‘rf%,:l “, g"ebﬁ

O
too sLinltly here

Draw Shapes \

/

Topic 6A: Draw Shapes

Background

Draw with a

Pen

Enhancing your notebook with shapes or drawn objects can really make

a point stand out.

Above you can see we have drawn an arrow on a

map. Shapes can be freehand drawn or lines, arrows, or shapes like
ovals or rectangles. It depends what you are trying to call attention to in
your Notebook.

The Draw tab contains a Tools and an Insert Shapes options along with
a Color & Thickness tool to format the shape.

A~ |~

NARRC T 1A ]
‘T.IZIOUA —

, / Color &
» > i~ » & " Y =

NG | (NG| [NGET| [N | [N OL+% L ” | Thickness
Too Insert Shapes

For more OptlonS click the Mo /

arrow.
From the Draw tab and the Tools group of buttons, select from one
of the pen tools.

The top line of pen tools are 0.35mm in thickness and the bottom
pen tools are 0.5mm in thickness.

Take your mouse pointer onto the page S
where you want to draw. Trip ltinerary

Hold down your left mouse button and drag Leave: 8am. Arrive: 9pm.

the mouse pointer across the page to make Eveat map:
the required shape then release the mouse 115 «;@\.g
button. ol ,;.uq%NE % Meet

M by ou Bob
here



Draw with a
Highlighter
Pen

Erase
Drawings

Draw a
Shape
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From the Draw tab and the Tools group of butt ons, select from one
of the Highlighter tools.

&ﬂ

Take your mouse pointer onto the page
where you want to mark. Lecture Slides
Hold down your left mouse button and drag

the mouse pointer across the page to mark.

Here we have marked the text on the right =
with a yellow highlighter. —

2 Need to
ask about
—— this

From the Draw tab and the Tools group of buttons, select the

|
¥ >
Eraser | Lasso Panning
b Select Hand
/  Small Eraser
~/ Medium Eraser ]
/| large Eraser
./ Stroke Eraser i
Eraser button drop down arrow and select one of the
erasers. The Stroke Eraser will allow you to erase a whole
complete line (or stroke) while the Small, Medium and Large

Erasers will only delete the part of the line you click on.
Take your mouse pointer onto the page where you want to erase.

If you are using the Small, Medium and Large Erasers hold down
your left mouse button and drag the mouse poi nter across the page
to mark.

To switch off the Eraser, press the Esc keya  tthe top left of the

Al
b
Select
& Type

keyboard or click the Select & Type button.

From the Insert Shape group of buttons, click S

the shape required % 5 '8 3 2
Take your mouse pointer onto the page where o
you want to draw. OLY L |=

Hold down your left mouse button and
drag the mouse pointer across the page
to make the required shape then
release the mouse button.

New Section 1

Drawn Shapes

, o
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Format at
Shape

Rotate a
Shape

Select the shape you want to format
From the Insert Shapes group of buttons, select the Color &
[]

—
Color &
Thickness

Thickness button

You will then be presented by a window of colour and line thickness
choices similar to the one below

2 o

-
Color & Thickness

Line thickness:
@ Pen () Highlighter

[ I [l [l e

Line color:
HE ([ EF [([(FNEEFEEEY (/S EEEEN
HE B mf MO0O0OOCO0 MEEEERN
HE B N0 PEEECOEAECAD REEEEEN
HE B0 B[] EREECMEEED mENEEN
HE ENEED BN BREEREEREE BO0CO0OE =
[ ok J[ concel |

Make your selections and click OK.
Select the shape and from the Edit group of buttons, click the

2
Rotate

Rotate button drop down arrow
Make a selection from the list

| & Rotate Right 45°
@A Rotate Left 45°
1 ZA Rotate Right 90°

= Rotate Left 90°

1=

4\ Flip Horizontal
= Flip Vertical
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Lesson 7: Check Spelling, Undo/Redo, Recycle Bin

Learning Module Objectives

When you have ¢ How to check your spelling
completed this e Undo and Redo tasks

learning module you | ¢ Use the Recycle Bin in OneNote
will have seen how
to:
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-

= Spell Check works
similar to Word

~

Check Spelling

. Spelli
= Misspelled words appear diizaa

with a red underline

= All Office 2016
applications use the
same dictionary

Hereis sometextwhichis
misspelled. Aredsquilyline
appears underneath textwhichis

eithermisspelled orisnotinthe

= Any words can beadded

\ to the dictionary

Topic 7A: Check Spelling

dictionary.|
Spell checking works very similar to the way it does in Word. You can
even use the same keyboard shortcut key which is F7.

Background

Words which have been misspelled or are not in the dictionary have a red
underline underneath them. You can correct spelling as you go along by
right clicking the red underlined word and selecting the correct one from
the list or you can run a full Spell Check when required.

Spell Checker is run on each individual page.

Run a Spell e Select the page you want to run the spell check on

Check

¢ From the Review tab, select the Spelling
on the keyboard

right of the screen with the word it finds
wrong

¢ In the Current spelling box is the word=—
you misspelled

e In the Suggestions box is the suggeste d

using the correct dictionary. If not, click
the drop down arrow and choose the

e A Spelling pane will appear docked at the

correct one.

Spelling

button or press F7

Spelling v X
Check spelling

Current spelling:

r} Personnelilty

‘ Ignore } | Add to Dictionary

Suggestions:

Word :Personality |
e Click the Change button to change the
word you entered to the suggested word
e Click the Ignore button if the word you
entered was, in fact, correct but not in the - =
dictionary D:C:a ® li
icoonary language:
e C(Click the Add to Dictionary button to Eng“sh(u.,(_)g : =
add the word to the dictionary.
e Don’t forget to check the Dictionary
Language section to ensure you are | seeaiso

Spelling options
AutoCorrect options




Correct
Spelling by
Right
Clicking
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Once the spell check is finished, you will see small window like the
one below informing you the spell check is complete.

r R’
Microsoft OneNote @

'10:' The spelling check is complete.,
OK

Right click the word which has a red underline

From the list of words, select the word required from the list given

= - — 35—

ﬂ More :@\Z‘ waicmmallad
text

tax

tat
tact
tart
Ianore

Add to Dictionary

‘5 Spelling...
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Undo or Redo Tasks
Undo button appears on the
Quick Access Toolbar

Redo button does notand ~ Undo )
must be added if required

Alternatively use the
keyboard shortcut keys

Shortcuts can beused ini  Redo (u
Office 2016 applications

~

Ctrl & Z

Ctrl & Y

/

Topic 7B: Undo or Redo Tasks

Background

Adding the
Redo
Button

Using the
Undo
button

Using the
Redo
Button

The Undo button is often referred to as your best pal because as it
suggests, it will undo the last (or up to 20) change you made whether it
be added graphics, text or just change the formatting of something.

The Undo button will sit by default on the Quick Access Toolbar unlike
the Redo button which does not. If you want the Redo button on the
Quick Access Toolbar, you must place it there.

e Select the small downward arrow at the end of the Quick Access

Toolbar

T ——

2

Customize Quick Access Toolbar
v | Back

Forward
v | Undo

Redo

e Select Redo from the list

"

e To undo the last item, click the Undo button on the Quick
Access Toolbar or press Ctrl + Z on the keyboard

e Continue until all the items you want to undo are done.

e To undo the last item, click the Redo button on the Quick
Access Toolbar or press Ctrl + Y on the keyboard

e Continue until all the items you want to redo are done.
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/ Using the Recycle Bin \

= Recycle Bin in OneNote will )
store deleted sections or _},‘
ages
Pag Notebook
= After 60 days the Recycle Recycle Bin v
Bin will be emptied
automatically
% (& Recycle Bin for “Office 20107 | Deleted Pages Office 2010
To restore a page or section, right-click and move it out of this Recycle Bin.

K Content here is deleted after 60 days. J

Topic 7C: Using the Recycle Bin

Background | The Recycle Bin will store deleted sections or pages. The default amount
of time it will hold any deleted items is 60 days. After this amount of time
has elapsed, the Recycle Bin content will be deleted and cannot be
restored.

When you delete a section, the section will be placed after the Deleted
Pages section in the Recycle Bin area. When you delete a page, you
can see the page in the Deleted Pages section.

Delefre a ¢ Right click the section name

Section e Select Delete from the list of options

¢ You will be asked if you are sure you want to delete this.

Fs Y
Microsoft OneNote Ld_z-.]
Are you sure you want to move the following section to this notebook's Recyde Bin?
Office 2010
| Yes ] [ No
A
e Click Yes to confirm.
Delete a e Right click the page name
Page e Select Delete from the list of options

e You will NOT be asked if you are sure. It will simply delete the page
and place it in the Recycle Bin
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Retrieve a
Section or
Page from
the Recycle
Bin

)
o, |

&e
Notebook
Recycle Bin

From the Share tab, click the Notebook Recycle Bin “ button
You will see under Deleted Pages, any pages you have deleted and

in the Sections, any section you have deleted.

To restore a page or section, right-click and move it out of this Recyde Bin.

Content here is deleted after 60 days.

|What‘s on the File Menu

% (& Recycle Bin for "Office 2010%: | Deleted Pages Office 2010

A\ Notebooks (Ctrl+E) @ v

Page v >
What's on the File Menu

To restore a section or page, right click the section or the page
name and select Move or Copy

From the Move or Copy window, select where you want to move or

copy it to.

Move or Copy Section

SR )

after a section:

Move or copy section "Office 2010" into a notebook or

o

All Notebooks

®= J Personal

= ([ office 2010
& Word 2010

2 Excel 2010
@& New Section 3

e |

Copy

} t Cancel

Click the Move or Copy button.

The section or page will be in the place you selected.
Click the Notebook Recycle Bin button again to turn it off.



