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Please use Google chrome when accessing OneNote.

OneNote is a cloud based digital notebook (Microsoft) that automatically saves and syncs your notes
as you work. Notebook(s) into sections and pages. With easy navigation and search functionality, you
will be able to easily find your notes. You will never lose that note again, unlike paper or smart
notebooks.

Your notes are accessible across all your devices, so you can type or handwrite notes, highlight, do ink
annotations, sketch, and draw, add images from your phone, add audio notes, insert online videos,
add tables, graphs, perform math equations and add files, wherever you are, whenever you need to
make a note.

e You can add “To Do” tags to keep organised.

e You can share your ideas and work collaboratively with your fellow students or academics.

e You may find your module has class notebooks and these are all stored in one space
facilitating group work and collaboration.

OneNote Video Training or Click Help within OneNote.

Learning Tools
With features like Dictate and Read Aloud (Immersive Reader), students can hear their
writing read aloud providing them essential feedback to edit their work and clearly
communicate their ideas to others (multi language).
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https://support.microsoft.com/en-us/office/onenote-video-training-1c983b65-42f6-42c1-ab61-235aae5d0115

Sign in
Step 1
Go to office.com.

Sign in to OneNote.

Step 2
Click on OneNote.

Step 3
You will see a list of any notebooks

already created or shared with you.

These maybe personal or module
notebooks.

L dawn.fozard@northumbria.ac.uk _)

B8 Microsoft

Sign j

No account? Create one!
Can't access your account?

Sign-in options

9(&)9 E

Recent Pinned My notebooks  Shared with me  Class notebooks  Discover

EE Dawn @ Northumbria University - Production Azure AD

‘ozard's GneDrive for Business » .. » Documents

E Advanced Woodworking techniques

¥ ¥ Benjamin Coomber's OneDrive for Business » ... » ...ss Notebooks

EE HLS TEL team Notebook

Wed at 14:19
SharePaint = sites » HLSTELteam = SiteAssets N

A Shared

A Shared
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https://www.office.com/

Creating a new notebook
Step 1

=

( ~+ New notebook

Click on the New Notebook icon.

Recent  Pinned My notebooks Shared with me  Cl

m} o

lass notebooks Discover

Northumbria University - Production Azure AD

rd's OneDrive for Business » ... » Documents e e
\ foodw
E Advanced Woodworking techniques I Py
M | Benjamin Coomber's OneDrive for Business » .. » ..ss Notebooks
HLS TEL team Notebook . . .
ii SharePaint - sites » HLSTELteam » SitsAssats Wedz e 8 shared

Step 2

Give the Notebook a name.

New notebook

Click Create.
Student Guide Example

Step 3

You will be presented with a blank notebook and will be able to add sections and pages to organise
your notes.

OneNote  Dawn Fozard > Student Guide Example Student Guide Example [a] Dawn Fozard

File Home insert Draw  View  Help Open in Desktop App @ Tell me what you want to de 1 Share

v v B Feed
M B studert Guide Example -
) () This notebook is empty.
Click here or press ENTER to create a new section.
Step 4
First add your section(s).
Add section Add page

OneNote Dawn Fozard > Student Guide Example Student Guide Example

File Home  Insert  Draw  View  Help Open in Desktop App Q  Tell me what you want to do

v pv [ T B 1 U ovAvS A | B

IIN B student Guide Example ~

e =v A sylesv BTy BTy Dv| [ Fed

Agenda

o) RESTnment 1 researe Meetings Schedule Monday, January 18, 2021 1145 AM
‘ l Group 1 Study Area lenda
R
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Step 5

Then add your pages.

Add section

OneNote Dawn Fozard > Student Guide Example

E=—————

Student Guide Example

File Home  Insert  Draw  View Help Open in Desktop App Q@ Tell me what you want to do

Sv - [enige o ] B T U Ov Av s K o | -

IIN B Student Guide Example ~

=

=

Agenda

Monday, January 18, 2021 11:45 AM

0 Assignment 1 res Meetings Schedule

' Group 1 Study Arél

Agenda

B stpes~ | By Tagsv v B~ | [ Feed

Reordering your sections and pages

Step 1

Moving sections and pages is done by I\ B Student Guide Example -

selecting the section or page, holding

down the left mouse and moving to the 0 Assignment 1 researc... Meetings Schedule

correct place, and releasing the mouse
button ' Group 1 Study Area
In this example, we wish to move the
Minutes/Notes page to under the
Agenda.

Agenda

Task allocation

Minutes/Motes

Meetings Schedule

Anenda

Minutes/Motes

Minutes/Motes

Meetings Schedule

Agenda

Minutes/Motes

o Y

Task Allocation
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Pages

We can use many different types of content in notebook pages:-

e Tables

Meeting Details

File attachment

Stickers, emojis and images

Text and handwritten notes
Highlights

Comments

Audio files

Dictate notes

Math equations

Microsoft Forms

Tables
Step 1

To add a table, Click on the page where
you would like to insert a table.

Step 2 <

Select Insert, then Table.

Step 3

Select the number of rows and columns.

If you make a mistake — highlight and
delete, or highlight and cut.

Links to webpages and online resources

o

I\ [ Student Guide Exan

0

Assignment 1 reseg
' Group 1 Study Ares

My Personal Moteb

File v |

FH Table v

3

TN

0 File v
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Step 4

Add and format your text.

Annotate and Highlight
Step 1

Click Draw.

Step 2
Select your pencil or pen, colour and
thickness.

Draw freehand on your page.

Step 3
To add text — select the Type icon.

Move to the location on the page and
Click to add the text box.

If you wish to reposition or delete/cut
remember to select the Type icon to
get the select cursor.

LE]

Meetings Sci

Agenda

Minutes/MNotes

Task Allocatio

hedula Monday,

L2021 11:46 AM

Christine | Research 1.1a

Research 1.2a

Larry

Task allocation -
Find up to date articles relating to NHS Treatment
Revise meeting notes and arrange next meet
File Home Inser| Dra;w) iew Help Open in Desk]
” =
wT ¢ »Ir @ 0 0 0 DHY =~

sz Task

Allocation

Menday, January 18,2021 1146 AM

— X

Christine | Research 1.1a -

Larry Research 1.2a

Ben Find up to date articles relating to NHS TreBtment | o
Dawn Revise meeting notes and arrange next meeting. | Done

vr Task Allocation

Monday, January 18, 2021  11:46 AM

— Y

Christine | Research 1.1a -

Larry Research 1.2a

Ben Find up to date articles relating to NHS TreTtent | o
Dawn Revise meeting notes and arrange next meeting. | Done

Can we look at first anything after 20167

Found a really good database checkout Medline
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Meeting Details

You may find it useful to add meeting deta
invited, joining details and links are added.

Step 1

Click Insert from the menu.

Step 2

Click Meeting Details.

Step 3
Sign in to your work or school email
account.

ils to your OneNote page. The time, date, place, who's

File

B Table v

I\ [ Student Guide Exan

Home

U File v |

0 Assignment 1 reseg

Group 1 Study Ares

My Personal Moteb

* Meeting Details

Keep a complete record of your meeting

Choose an Outlook meeting and, with
one click, we'll add the time, date, place,
who's invited, and more.

Sign in with a Microsoft account

Sign in with a work or school account
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Step 4

You may be asked to display a new
window. Click Allow.

Step 5

Select the down arrow to find the
required meeting.

The default is always Today’s Meetings.

Step 6

Click to insert into the page.

Add Meeting Details wants to display a new
window.

Allow Ignore

Add Meeting Details X

Select a meeting below to start taking
notes:

Today's Mekting

[T
!

Fire Marshall - Refresher Training
01:00 PM - 03:00 PM

Meeting Date: 02/02/2021 03:30 PM
Location: Microsoft Teams Meeting

Outlook Item
Invitation Message:
Hi Everyone,

Just re-instating the weekly agile meetings on here, please in advance ensure that we've
competed the spreadsheet in advance of coming to the session:

https://livenorthumbrizac-
my.sharepoint.com/:x:/r/personal/lee3_hall_northumbria_ac_uk/_layouts/15/Doc.aspx?
sourcedoc=%7BD15F636F-85BB-4AA2-B1BC-
6B67C026E4F3%7D&file=TEL%20Training#%20Team%20-
2620Weekly?20Standup.xlsx&action=default&mobileredirect=true

Many thanks,

Microsoft Teams meeting
Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting_options

Participants (6) (Email meeting notes)
Benjamin Coomber
Cesare Rizzo
Larry McGuirk
Dawn Fozard
Andrew Welsh
Christine Bone
Notes:
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Add a file
Step 1

Click Insert. OneNote Dawn Fozard » Student Guide Example

. Home raw View Help Oy
Select File attachment.

ble v [Jl File v Picture v <@ Link (@ Au

=} @J Insert File Attachment
t
Ast — 195 Schedule
Step 2
Find the file and Click Insert. Insert File X |
File name:
| Choose file | No file chosen |
; nsert iCance
. e
e
Add a picture
Step 1 _
Click Insert. (\lrfy Draw View
) i o
Select the picture source. File v Ficture v )&
Guide Ex [ From File
From Camera
hent 1 res
2 From Online
Study Ar _
Step 2
Find the file and Click Insert. Insert Picture 4
File name:

| Choose file | No file chosen |

S
nsert !Cance
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Apply a Tag

Tags are a way to categorise and prioritise notes in OneNote. With tags, you can quickly return to
important items, remind yourself about action items, or filter on notes you’d like to share with
others. You can tag anything from a single line of text to an entire paragraph.

Step 1

Place the cursor at the beginning of the
line of text you want to tag

Step 2

Use the arrows next to the tags list to
scroll through the available tags or click
the More arrow in the lower-right

corner of the scroll box to show all '"'D Cut . To Do (Ctrl+1)
available tags. Cop [ Important (Ctrl+2) | -
Past ) P )
avs R Format Painter | | ?  Question (Ctrl+3) Ii
To remove a Tag, right click it, and _ P
Click Remove Tag. Clipboard Tags

You can also add emojis and stickers to make the note more visual or give feedback.

e C(Click Insert and select Emaoji or Stickers from the menu bar.

Add a Link
Step 1

.
Click Insert. Draw View Help
—

Picture @ Link >

Select Link. lle ~
_
Step 2
Add the Display text. Link W
Add the Address.
Display text:
Click Insert.

|I"-J|::-rthumbria Library |

Address:

|https:f,-’lihrary.ncurthumhria.ac.uka’home |

nsert Cance
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Add audio

Step 1

Click Insert.

Select Audio.

Note :- you may be prompted
...-my.sharepoint.com wants to
Allow or Block (please click Allow).

Step 2

Click Record.

Start talking.

When finished Click Stop.
Click Play to listen, pause and rewind as
needed.

Remember you can move the recording
anywhere on the page.

x
...my.sharepoint.com wants to
@ Block
File Home Insert Draw View Help Audio Open in D4
@ Record
-
Audio
Recording
[] stop
> Play
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Dictate
Step 1

Click Home.
Click on the page.

Selecting the down arrow will allow you
to select a language.

Step 2
Select the Dictate icon.

Start talking — you will see the text
appearing on the page.

e You can say comma, question
mark and full stop too.

Chinese (China)

English (Canada)

English (U.K.)

English (U.5.)

French (France)

German (Germany)

Italian (ltaly)

Spanish (International Sort)

Spanish (Mexico)

/@J—D [} Feed

Helle. We have our first meeting this afternoon at three o'clock.
Could you please send any agenda items to me by 12.
Thank you, and any apologies to me by 12:00 o'clock too.

Can we have someone to volunteer to take the minutes please? Thank you.
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Math (equations)
Step 1

Click Insert. () Symbol math @ Emaoji ~
aa=———

Click Math icon.

Step 2
o . . Math X
Instructions will appear in the right
hand frame.
Get started with Math
1. ‘{/ Write your equation in ink
%ﬂ‘I or type it using the keyboard
[
2. 1 1 Select your equation
3. : ; Tap the Math button
Quick Start Examples
T+ y= 3
Solve for x, y
r—y=1
ar® +br=z +¢
Calculate 1 2
Determinant 3 4
Step 2
Example
X -2=4
Select an action, by clicking the down

arrow.
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Select an action

Solve for X

This will generate the answer.

Solve for X v

Show steps v

Generate a practice quiz

Step 3

You can see the steps — Click Show
steps, and select the option shown.

Show steps

Steps for Solving Linear Equati

1. Add 2 to both sides.

X=442
Click the Immersive Reader icon to hear
the solution method.

2. Add4and?2togetd

X=6
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Step 4

Do you need more practice?

{j’f Generate a practice quiz
Generate a practice quiz. e

—

Note:- You can change Math Settings by
clicking the cog.

Solving

Solve for
@ Real numbers

) Complex numbers

Angle measurement
() Degrees
@ Radians

() Gradians
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Share options
Step 1

Click the Share icon.

Step 2
Option A.

Anyone with a link can edit.

You can

e allow editing or disable editing.

e Set an expiration date.
e Orset a password.

Click Apply.

Send link

Anyone with the link can edit

Enter a name or email address

Add a message (optional)

@ B

Copy link Qutlock

Link settings

Who would you like this link to work for? Learn more

Anyone with the link

@ People in Morthumbria ...tion

Azure AD with the link

People with existing access
Specif]

Other settings

Allow editing

Set expiration date

gy Set password

o

Cancel
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Step 3

Enter name or email address, add an
optional message and Click Send.

Or

Copy link and send via email.

Be aware people can forward the link
to others to give access.

Option B.

Specific People.

Step 1

This is more secure, as only invited
people have the access given and they

cannot give access to others by
forwarding a link.

Click Apply.

Anyone with the link

People in Northumbria ..tion
Azure AD with the link

I : .
\2a) People with existing access

Send link X
Anyone with the link can edit
Add a message (optional)
= =
Copy link Outlock
Link settings X
Wheo would you like this link to work for? Learn mare

pecifir: people

Other settings

Allow editing

Cancel

L

August 2
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Step 2

Enter name or email address, add an
optional message and Click Send.

Or

Copy link and send via email.

Option C.

People with existing access.

Click Apply.

Send link e X

People you specify can adit

0 Christine Bone X
k-k

Az pru:-ﬂi55::||

@

Copy link Outlook

Link settings X

Who would you like this link to work for? Learn more

Anyone with the link

People in Northumbria ...tion
Azure AD with the link

- T —ea
ple with existing acces;)
Specific people

Cancel
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Change permissions

You can changer permisssions for who can view or edit a notebook. Or Remove a person quickly.

Step 1

1. Click Share.
2. Select 3 dots.
3. Select Manage Access.

You can copy the link or click on the 3
dots to change edit access, expiration
date or remove a person.

You can copy the link or click on the 3
dots to change edit access, expiration
date or remove a specific person.

“& Links giving access (L

€ Manage access

@ ‘ https://livenorthum..

WITR TNE NINK Can eaIt

@ ‘ https://livenorthum..

~o Direct access 'L

. ‘* Dawn Fozard

=L L= Lia

IT SUPPORT — AVAILABLE

24 HOURS, 7 DAYS A WEEK

Online

Chat

northumbria.ac.uk/Student!T

northumbria.ac.uk/itchat
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