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Create a notebook

The first time you start OneNote, it
creates a notebook for you. You can
create additional notebooks for
whatever you want.

New Noteboo

OneDrive - Trey Research
chesterbeane@treyresearch.net

»

1. Open OneNote.

2. Select File > New.

3. Select a cloud storage location such
as OneDrive or SharePoint.

4. Type a name for the notebook in
the Notebook Name box.

(& OneDrive - Personal

chesterbean@contoso.com
@ Sites - Microsoft
chesterbeane@treyresearch.net
A
=

Other Web Locations

Account —
5. Select Create Notebook. EI;I This BC
Options
. o= AddaPlace
Browse
Open a notebook Open from OneDrive
£ Alex Darrow [Switch Account
1. Select File > Open. My Notebooks -
H . [ ¥ Personal
2. Do one of the following: it Some people
E Joan's Motebook
o Select the notebook in the Open ey semepeare
from oneDrive pane |_—lSharEd with: Some people
o Select the notebook in Notebooks Shared With Me
i Cruise to Alaska
the Recent |iSt. Shared by: Steve
. i Family Room
o Select the notebook storage location - S - .

in the Open from other
locations list, and then navigate to
and select the notebook.




@Nia ara
Col ege
Canada

APPLIED DREAMS.

Create a section ‘ondo | House
Bename
o Select Create a New kd Export.
75 Delete

Section " to the right of the
existing section tabs.

o Right-click an existing section tab and
select New Section.

=l Move or Copy...

ED Merge into Another Section...
[& Copy Link to Section

. Mew Section [}

Mew Section Group

y

Rename a section

Password Protect This Section...

o Double-click the section tab, type the Section Color g
new name, and then press Enter.

0 Right-click the section tab,
select Rename, type the new name,
and then press Enter.

Change the section color

o Right-click the section tab,
select Section Color, and then select
the color you want.

Add a page Search (Ctrl=E) o
o Select @ Add Page at the top of the o RO

right pane. Elog drsts
o Point to the left margin of the pages Research papers

in the right pane and select the outlines

location where you want to insert a fiction

new page.




Rename a page

o Select the page title at the top of the
page and replace it with the page title
you want.

o Right-click the page title in the right
pane and select Rename. Then
replace the page title.

Search (Ctrl+E)

(+) Add Page

Blog drafts

Untitled page
=] R
Research papers =] Rename %

Topic ideas Delete

High Prioity | db Cut

Outlines By Copy

Fiction Ty Paste

Title ideas [« CopyLinkto Page

Type notes

1. Click anywhere on the page, and then
start typing words of wisdom.

A note container appears around text
as you type, and is a way to move
notes on a page.

2. Keep typing within the note
container, or click elsewhere on the
page to create a new note.

Home Insert Draw

History

sl Cut

D Calibri

Copy

Paste .
- ~ Format Painter BT L ke ax,

Clipboard

1
Lt Personal * | General | Shopping

Dinner menu items

Thursday, July 16, 2015 4:28 PM

Whole grain pasta
Olives
Tomatoes

Basic Text
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Switch among open notebooks

1. Select the current notebook at the

© © &~ -
Home Insert Draw History Review View

) %)} Quick Starts Notebook v (“Gverview | Examples
left end of the section tab area. )
(%) Add Notebook -
2. Select the notebook you want to
switch to, from the list of open JL-Persona
notebooks.
OTSI-Biz
School
Quick Starts Notebook
@
Open Other Notebooks
|—|D Quick Motes
Create a page from a template SLild K s Templates
— LY ¥ » |[E)AddPage
| Meeting Title
1. Select Insert > Page Templates. | ==t
| Most Important Points
(Select the button, not the arrow.)
!
My To Dos

2. Expand the categories in
the Templates task pane.

3. Select a template name from the list
to create a page. Press Ctrl+Z if you
don’t want the page you created.
Repeat until you find one you prefer.

TIP: You can't apply a template to an existing
note page. Instead, add a template page and
then copy your notes to it.

Questions Requiring Follow-up
?
7
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Share your notebook

1. Select File > Share.

2. Select Share with People.

3. Type the names or email addresses of
people you'd like to share your
notebook with.

4. Select Can edit to assign read/write
permissions, or Can view to assign
read-only permissions.

5. Add a personal note, if you'd like, and
then select Share to email a sharing
invitation to the specified recipients.

Share with People

Type a name or email address to invite someone

david@contoso.com \3,;’@ EZ Canedit =
Include a personal message with the invitation Can edit k.

/| Require user to sign in before accessing document.

°
fvir

Share

View recent edits

1. Select History > Recent Edits.
2. Select the date range you want to see
edits for.

The Search Results pane lists each
page changed in the specified
timeframe. Changes are highlighted
on the active page, and each changed
page in the current section is
highlighted in the page list.

3. Select a page title in the Search
Results pane to move to that page.

NOTE: To see who made specific changes, you
can show authors in a shared notebook.

2 & @ @

Mark as = Recent Find by Hide Page MNotebook

Read -~  Edits = Author Authors Versions = Recycle Bin -
read Today... listory
Since Yesterday...
Person ince Yesterday S 1
1 Last 7 Days... b
Last 14 Days...
Rese: Last 30 Days...
Tuesday, | Last 3 Months...

Last & Months...
All Pages Sorted by Date...

https://support.office.com/en-us/article/OneNote-2016-Quick-Start-6be33cf9-f7¢3-4421-9d74-469a259952d3?ui=en-US&rs=en-

US&ad=US#IDOEAABAAA=Next steps
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https://support.office.com/en-us/article/show-authors-in-a-shared-notebook-b6a043bd-e46b-4d50-9e96-b6df1b0ce569
https://support.office.com/en-us/article/OneNote-2016-Quick-Start-6be33cf9-f7c3-4421-9d74-469a259952d3?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Next_steps
https://support.office.com/en-us/article/OneNote-2016-Quick-Start-6be33cf9-f7c3-4421-9d74-469a259952d3?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Next_steps

