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INTRODUCTION



WHAT IS ONE NOTE?

Microsoft OneNote is an 
app that is  designed for 
research, note-taking, and 
information storage. 

OneNote uses the metaphor 
of a notebook, complete 
with books, sections, and 
pages. Your copy of OneNote 
can have multiple notebooks, 
each dedicated to a different 
topic.  

Within the notebook, you can create 
sections to organize your notes even 
further. Finally, within any section, you 
can have an unlimited number of pages, 
making it easy to track information over 
long periods. 

Once you set up a notebook and create a 
section, you are faced with a blank page. Like 
any word processor, you can start typing. As 
you do, OneNote will offer Word-like tools in 
the ribbon atop the screen

You can share entire notebooks with 
other people using the Share button 
in the ribbon, though know you're 
sharing the whole notebook, not 
only a section or a page. 

OneNote is a versatile tool that you 
can use privately,  or share with 
others  and with yourself on different 
devices. 
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Multimedia

OneNote features the ability to add 
images, audio, and video to notes. 
I n  a d d i t i o n ,  t h e  a p p l i c a t i o n 
recognizes spoken words, so users 
can easily search through recordings.

Secured information

Optical Character Recognition (OCR)

Real-time collaboration
OneNote is cloud-based, meaning notes 
can be shared with others for real-time 
v i e w i n g  a n d  e d i t i n g .  N o t e s  a r e 
automatically saved, and the application 
keeps track of past revisions and file 
changes.

Password protection can be enabled on 
note sections. 3DES encryption standard 
secures the information.

O n e N o t e  u s e s  O C R 
technology to automatically 
import text from images or 
handwritten notes. FEATURES

Integration
OneNote syncs with all other Microsoft 
applications such as Outlook. Plugins can 
be added to increase functionality such 
as Zapier, Salesforce, Trello, and Slack.



ADVANTAGES OF ONE NOTE

OneNote enables 
collaboration in real-time

As Office 365 is cloud-based, you can share a 
OneNote file with other people to enable a real-
time, collaborative workbook. Notebooks can be 
shared for viewing or editing, and as OneNote 
automatically saves as you work, multiple users can 
collaborate at the same time.It’s not unusual for 
accidents to happen when there are multiple users 
editing the same file. OneNote has this covered. 
Through its ‘history’ tab, you can view past revisions 
to track changes and restore file versions.

OneNote to record ideas 
and information on the go

OneNote is designed for use on any device, and it’s 
available on all major operating systems including iOS 
and Andro id .  So  by  synchron is ing  OneDr ive 
notebooks across multiple devices, users can access 
all their notes, as well as create new notes, regardless 
of  whether  they are in  the off ice  or  out  and 
about.Like a word processor, text, tables, images and 
links can be added to the application. Also, if you’re 
using a device with touch capability, you can write or 
draw directly into the system. OneNote can even scan 
your handwritten text, and convert it into typed text.



OneNote can support your 
notes with multimedia

As well the ability to enter text (processed 
or handwritten), images and other media 
types that are possible through Microsoft 
Word, OneNote lets you record audio and 
video straight into your notebook. This is 
perfect for documenting meetings and 
sharing them with co-workers.OneNote can 
also recognise spoken words, so you can 
search through recordings to find exactly 
what you’re looking for.

 OneNote can be integrated 
with other software

The great thing about Office 365 is that its applications 
integrate simply and perfectly. For instance, OneNote 
can be synced with Outlook, enabling you to can send 
information from emails straight to OneNote, and 
l ikewise ,  notes  can  be  d i rect ly  emai led  f rom 
OneNote.Its integration capabilities don’t just end with 
Microsoft applications. You can install a number of 
plugins to add functionalities to OneNote, like Zapier, 
which connects OneNote with applications such as 
Salesforce, Trello and Slack. This enables applications 
to work in harmony, improving productivity.

ADVANTAGES OF ONE NOTE
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Getting Started with One Note

• The first time you open 
One Note,you will need 
to sign in using your 
email account or your 
s c h o o l  O f f i c e  3 6 5 
account.



Create New Notebook

• It is eay to create new 
notebooks r ight  from 
here.Just click or tap the 
New Notebook button



Create New Section

• One Note can create new 
section.

• C l i c k  o r  t a p  t h e  N e w 
Section button,

      and then give it a name.



Create New Page

• To add a New Page,simply click 
or tap 

     the New Page button.
• To name a page,you can just 

type in the
     header.



Home Tab

• Clipboard
• Font
• Bold
• Italic
• Underline
• Highlight

• Format Painter
• Bullet Numbering
• To Do
• Heading
• Dictate



Insert Tab

• Table
• File
• Printout
• Pictures
• Online  Video
• Link

• Audio
• Meeting Details
• Symbol
• Equation
• Maths
• Stickers
• Researcher



Draw Tab

• Select object or type text
• Lasso select
• Insert or remove extra spaces
• Eraser
• Pen

• Highlighter
• Pencil
• Shapes
• Ink to shape
• Maths



View Tab

• New Window
• Immersive  Reader
• Zoom
• Page Width
• Page Colour

• Rule Lines
• Deleted Noted
• Translate
• Check Accesssibility
• Replay
• Hide Authors



Help Tab

• Help
• Feeback
• Show Training



Take Notes

• To take notes,put 
your cursor 
anywhere and 
start typing.



• One Note textbox act 
like sticky notes

• You can add or move 
them whereever you 
want



• Select the text you have 
typed to format the 
font,colour or size

• Click or tap the Home 
tab

• Then click Bold and 
Underline.
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Insert pictures

• Click or tap the 
Insert tab

• Then,click Picture 
to insert picture to 
your notebook



Insert Pictures

• Choose online pictures
• Then,you click Insert



Insert Link

• You can also 
add link

• Click the Insert 
tab,then click 
or tap the link 
button 



Insert Audio

• Yo u  c a n  c l i c k  o r  t a p  A u d i o 
button,to  add audio  to  your 
notebook.

• C l i c k   t h e  b u t t o n  a n d  s t a r t 
s p e a k i n g  i nto  yo u r  d ev i c e ’s 
microphone

• Cl ick  or  tap  Stop  to  end the 
recording

• Then,to play it back,just click or 
tap Play



Find Notes

• You can find notes using the search icon
• Then click he notes 



Tell Me Features

• You can click or tap on the 
light bulb icons to ask for 
help

•  Then you click on the Tags 
tab and click ot tap To Do



To Do List

• You can do To Do 
list to mark task 
complete



Print Works

• You can click the 
printer icon to 
print your works
• Choose your 

printer 



Export  Works

• From printer 
list,chose Print 
to PDF to 
convert and 
save works
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