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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Introductory OneNote
course. This course was designed to provide a sgid
foundation in OneNote.

Microsoft OneNote is a terrific program that aI@ for
free-form information gathering, storage a& aring.

OneNote is most effective when used on a ar basis.
By taking the time to create a consistent d ollection set
and regular storage practices, OneNo allow you to
easily locate stored information when here you need

It.
With Microsoft OneNote, y an collect, save, and
protect your information all in place. OneNote can be

used to take notes In eeting or class, organize
information in a logical personalized) way, and search
for information when eed it.

Mastering OneNdig Made Easy™ is a comprehensive
course for those\who are interested in learning to use
OneNote in ar&@ective and efficient manner.

We wiI@gin the course by exploring the OneNote
interfac%nd learning about the various parts of the
appli@o . From there, we will explore how to create and

rfiiylre notebooks, create and organize notes and share
far iInformation with others.
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CHAPTER 1-
GETTING ACQUAINTED WITH ONENOTE
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GETTING ACQUAINTED WITH ONENOTE

1.1- The OneNote Environment:

The picture below is that of the initial screen when you start the OneNote application. Whem
start OneNote for the first time, the program opens a sample notebook called Personal. In the future Wwh
you start the application, the notebook you worked on last will open instead. The OneNote storage
resembles that of a tabbed notebook. The beauty of OneNote is that you can customize the Q
based on your personal tastes and needs. For example, you might have one noteboo ersonal
information and one for work. Or, you might have one notebook for each project you on. Each
notebook you create is divided into sections and each section is then divided into pages%

Once the application and notebook are open, you view information about the ok in four areas
of the OneNote application window. First, we have the Notebook Drop-Down Naxigétion at the top of the
program window, which displays buttons for the notebooks you create. You will e drop-down to select
a notebook to work on. In versions prior to 2013, notebooks were instead disp @ in a collapsed Notebook
pane at the left side of the application interface. In versions 2013 and 2016 an access and display the
old navigation by clicking the pin button in the notebook drop-down. This is%aSo the same button to click to
make the Notebook pane disappear. The Navigation Bar is collapsed, b ault, only displaying a button for
each notebook. You can easily switch between notebooks in the@W on Bar by clicking on one of these

buttons to display it. You can click the small, downward-poin arrows to collapse and expand the
contents of the notebooks. You can then click on any of the easwithin the notebook to quickly jump to
that section. @

The “Content” pane is the area in the centet application window and displays the active
notebook page. For pages that you create, the page& ppears in the Title Bar at the top of the program
window and displays the name of the page.

Just above the Content” pane is the Note eader which displays tabs of the various sections of
the active notebook. You can easily jump to oh t areas of the notebook by clicking on these tabs.

Cinebiote one plase fos sl of your notes - Oneote

g Collapsed\
David's Notdbook « - = R| o}e]e
N [JA

Title Bar

Quick Access

Toolbar Watch the -
T 2 minute video | Full Page View |
Content
Pane —> | Page Tabs Bar |

- @'
:' :9>Get organized

You start with *My Notebook" - everything lives in here

Scroll Bar [

Add sections for activities like:
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GETTING ACQUAINTED WITH ONENOTE

1.1- The OneNote Environment- (Cont’'d.):

The Page Tabs Bar is located to the right of the “Content” pane and displays page tabs that yo%:
click to easily move between the pages of the active section. OneNote displays a tab for each page iRt
current section, by default.

The other object we will examine is the Ribbon at the top of the application Window.Q is
where you can find all of the tabs, button groups, and commands available for use within the . If you
are familiar with the Ribbon, one thing to note that is different from other Office applicatimis that the
Ribbon is collapsed by default in OneNote to provide more space for the notebook pa%ou simply click
on a tab to display the ribbon. Selecting the “File” tab within the Ribbon allo access to the
“Backstage View” shared by Microsoft Office products. In the “Backstage Vie "Wwill find the most
common file management commands, such as creating a new notebook, sharing ooks, and printing.

Above the Ribbon is the Quick Access Toolbar. You can easily add ns to this toolbar for the
commands that you use most frequently and wish to always have awailable. You will notice several
important buttons are already set here, such as “Back” and “Undo.” The«€utte
toolbar are easily removed. We will examine how to use and custgm he Quick Access Toolbar in an
upcoming lesson.

If you are upgrading from a version prior to 2013, one of t ings you may notice is a clean, fresh
look to the user interface. OneNote 2013 and 2016 prov@:or or touch-enabled devices so that you

can use OneNote without the need for a keyboard. If you to"enlarge the space between buttons on the
Ribbon to make it easier to select options with your ou can use the “Touch/Mouse Mode” button.
Simply add the “Touch/Mouse” button to the Quick
easily. Click or tap the down arrow on the Quick
add it to the toolbar. Then, just tap or click th

e8s Toolbar so that you can switch between modes
Toolbar and then select “Touch/Mouse Mode” to
/Mouse Mode” button on the Quick Access Toolbar

and select the mode you want. \
1.2- The Title Bar: A

The Title Bar is the bar at& across the top of the window. The name of the notebook page that
you are working on will be di ed here. At the right end of the Title Bar are three buttons in a button
group: “Minimize,” “Maximi tore Down,” and “Close,” respectively. These buttons affect the display of
the application window.

Clicking the “éiﬁmize" button will send the application down to the Windows Taskbar, where you

can view it Iaterx ng on its entry in the Windows Taskbar.
CIickin@

aximize” button will enlarge your application window to full-screen size. It will also
toggle the f of the same button to the “Restore Down” command. Clicking the “Restore Down” button
will chan e of the window, allowing you to size and position it onscreen as you wish using your
erryou click the “Restore Down” button, it will toggle back into the “Maximize” button.
king the “Close” button will simply close the OneNote application. All of the changes you have
be saved automatically.
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GETTING ACQUAINTED WITH ONENOTE

1.3- The Ribbon:

The main tool available for you to use in OneNote is the Ribbon. This object allows you to perfoyll
of the commands available in the program. The Ribbon is divided into tabs and within these tabs, are
different groups of commands. The commands in each group can be accessed either through t\ of
buttons, boxes, or menus that are available within the group. As we have mentioned, OneNot@ erent
from other Office applications in that the Ribbon is collapsed, by default. If it is collapsed, y; display
the Ribbon by simply clicking on the hame of one of the tabs. To collapse the Ribbon, just clim the name
of the active tab. Once collapsed, you can expand it again by clicking any tab. %

You should also notice that when you click on a tab name to display th| n, it hides the
Notebook Header and other options. If you want to display the Ribbon without ob ing' the other features,
you can double-click on a tab within the Ribbon to both hide and show the contents”of the Ribbon. Once the
Ribbon is displayed, you can simply click on the main tabs shown in the @ on to switch the groups
displayed. The default tabs shown in the Ribbon are: “File,” “Home,” “In@ Draw,” “History,” “Review,”

and “View.”

Insert Draw History

< Calibri B TR 5= % |Heading 1 To Do fegd+1) 5 > o | B
Paslg « . B I U ak X, ~ a}‘/,A, =- Head|ngg2 vépor‘.tant(&rhl] - Fii Outlook [l;m_aill Me%;lg
- Format Painter B : Uestion (Ctrl+3) Tl Tag Tags Tasks~+ Page Details -
Clipboard Basic Text Style?‘ Tags Email = Meetings
The “Home” tab includes buttons that allo o format notebook content, insert and locate content
tags (which we discuss later) and even coorginat ebook content with Microsoft Outlook. The “Insert” tab
includes commands that allow you to inser, and attach images, files, audio/visual files, time stamps
and special symbols. The “Draw” tab co @ommands to insert and manipulate handwritten content. On
the “History” tab, you will find com assist you in sharing a notebook and managing multiuser

notebooks. The “Review” tab contai e commands for working with text stored on notebook pages. Here,
you can check spelling, research woxe’choices and even translate content to a different language. Finally,
the “View” tab displays the comgnands to change the appearance of the OneNote window and notebook
pages, change the magni @ of notebook content and work with multiple program windows.

In addition to the primary tabs available for you to use, you will also see special “contextual” tabs that
will appear within the Ribbon when you have a particular type of object selected or inserted in your
notebook. For e@ you will see the “Table Tools/Layout” contextual tab appear when you have a table

selected within ebook page. The groups of buttons that then appear on the contextual tabs will be
directly relateo @ type of object selected. You can make the contextual tabs disappear by clicking away

fromthe s diobject within the content window.
Althotigh the Ribbon is collapsed by default, you can change it's display behavior to meet your

need far right-end of the Title Bar, click or tap the “Ribbon Display Options” button to reveal a drop-
isplay options. You can choose to set the Ribbon to “Auto-Hide” which collapses the Ribbon until
yo k at the very top of the application window to open it. When you click outside the Ribbon, it will hide

again. You could also select to display the tabs only by choosing “Show Tabs” (until the tabs are clicked to
show their contents). This is the default setting. But, you can also choose to set the Ribbon to “Show Tabs
and Commands” which will display the entire Ribbon in the program interface, until you hide it by double-
clicking a tab name or by changing the display options with the “Ribbon Display Options” button again.

©TeachUcomp, Inc. Introductory OneNote 8



GETTING ACQUAINTED WITH ONENOTE

1.4- The “File” Tab and Backstage View:

The “File” tab within the Ribbon replaces the functionality of the older “File” menu in earlier ver%:s
of OneNote. You can click the “File” tab in the Ribbon to open a view of the file called the “Backstage 2
In this view, you can perform all of your file management functions. This includes opening, printipgy~and

sharing notebooks. Q

When you click the “File” tab within the Ribbon, you will no longer see the cont the file
(notebook) that you were working on, but rather you will see the “Backstage View” of file. The
commands that are shown at the left side of the view are the file management comman%at are available
for your program. These include “Info,” “New,” “Open,” “Print,” “Share,” “Export,” *; # “Account,” and
“Options.” When you click on a command in the Backstage View, you will then se mnal options for the
selected command appear to the right. You can then make additional selectioRs”if this new section, as
needed. For example, to create a new notebook, you would click the “New” mand, select the desired
location where the notebook will be stored, and enter the notebook’s u@v d location path at the right
side of the Backstage View.

You can also click the “Options” command in the “File” tab tq,0 the default options for OneNote.
You can also manage any add-ins for the application here as e'll be taking a closer look at the
functions contained in the Backstage View in upcoming lessons. Q

Untitled pag; Oneie \ ? ==, X
TeachUcomp Teacher

Notebook Information 5\'\

g Share Across Devices @
k) ) To access a notebook on ather computers or phonSaghNPhotebook on the web '
View Sync Open
Share
Tip: sharing with others is optional

Status Backups
Work
Settings Ch\Users\Clerical\Docum neiipte Notebooks\Work
- EShare on \".'elw(work View Notebook
Account O
Options
Feedback ,

Q\Q Backstage

View
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GETTING ACQUAINTED WITH ONENOTE

1.5- The Quick Access Toolbar:

The Quick Access toolbar is located above the Ribbon, by default. However, you can also plﬁizt
below the Ribbon, if desired, by clicking the “Customize Quick Access Toolbar” button at the right end oOf t

toolbar and then selecting the “Show Below the Ribbon” command. You can reset it to its default lo by
clicking the same “Customize Quick Access Toolbar” button and then choosing the “Sho e

Ribbon” command.

By default, you have buttons for quick access to the following commands: “Bacl@nd “Undo
However, you can easily add buttons to this toolbar for the functions that you use most. %m

One way to add a button to the Quick Access toolbar is to right-click on a and button or

function within the Ribbon which you want to add, and then choose the “Add iek Access Toolbar”
command. The function will then be added to the Quick Access toolbar. To re button that you have
added to the Quick Access toolbar, simply right-click on the button that you to remove in the Quick
Access toolbar and choose the “Remove from Quick Access Toolbar” co rom the pop-up menu that

appears.

You can more thoroughly customize the Quick Access to
Access Toolbar” button, and then choosing “More Commands...”
the right side of the window are two sets of command button listi
is the set of button commands that are currently shown in t
commands appear in this list from top to bottom is the or m
the Quick Access toolbar. ¢ (6

To the left of this panel is a listing of comma&}at you can add to the Quick Access toolbar. You
can select which functions are shown in this Iis% lecting a command grouping to display from the

b

“Choose commands from:” drop-down that i I% ove the list.
To add a command to the Quick Acc? bar from this list, click on the command that you wish to

clicking the “Customize Quick
the “OneNote Options” window. At
he listing at the far right of the panel
ick Access toolbar. The order in which the
ich they will display from left to right within

add from the choices available in the left | n click the “Add>>" button to move the selected command
into the Quick Access toolbar list to the ri

You can remove a comman he Quick Access toolbar list at the right by clicking on it to select
it, first. Then just click the “<<Remow€” Button to remove it from the list.

Also, you can change the€ order in which the buttons appear in the Quick Access toolbar by selecting
a command in the list, ang t king either the “Up” or “Down” arrow buttons to the right of this list. When
you have finished customizi e content of the Quick Access Toolbar, click the “OK” button in the lower
right corner of the “OneNote Options” window to save and apply your changes.

o

W ing your notebook pages, scroll bars will appear both vertically and horizontally along the
right a@ ttom sides of your notebook page whenever the content extends beyond your screen display.

1.6- The Scrol

T arrows at each end that point in the direction in which they will scroll the page when you click
I% u simply use the scroll bars to scroll through your page’s content. You may click the arrows at the
en f the scroll bars to move through the page’s content, or you may click and drag the box inside of the
scroll bars to move across the page more rapidly. If you have a mouse with a scrolling wheel, you can
simply roll the scroll wheel on your mouse up or down to vertically scroll through the content in your page,
as the scroll wheel on your mouse is typically set to work with the vertical scroll bar in Microsoft OneNote.

©TeachUcomp, Inc. Introductory OneNote 10



GETTING ACQUAINTED WITH ONENOTE

1.7- The Mini Toolbar:

The Mini Toolbar contains several frequently-used formatting commands, such as “Font,” ﬁeonkt
Size,” “Font Color,” “Bold,” “Italics,” “Bullets,” and “Numbering.” When you select text within a noteho
page and hold your mouse pointer over it, you will see a small toolbar appear next to the selection. an
then select from the many buttons that appear in the Mini Toolbar to apply quick formatting to th ion.

If you are using a touch interface, select the text, then tap, hold, and release to r, the Mini
Toolbar. The toolbar shown when using a touch interface contains the same functionality e desktop
Mini Toolbar, plus Contextual Menu options such as “Paste,” “Cut,” “Copy,” and others \I\@ you can reveal
by clicking the “Show Contextual Menu” drop-down at the right end of the toolbar. @

[ Desktop Mini Toolbar | Touch Mini ar

SEgCE =120 - &4 v = S ?"'_-'| - I." - AD Segoe Ul Ligh ~
B I UW¥-A-:=-i=2-a&X
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i =
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ACTIONS-
GETTING ACQUAINTED WITH ONENOTE

THE ONENOTE ENVIRONMENT:

1. To select notebooks to work on in OneNote 2013 and 2016, use the Notebook Drop-an
Navigation at the top of the program window, below the Ribbon. ; *

2. To display the old “Notebook Pane” at the left side of the application window, click the on
in the Notebook Drop-Down.

3. Click the pin button again to make the Notebook Pane disappear.

4. To switch between notebooks, click the buttons in the Navigation Bar. O

5. The “Content” pane is where you active notebook page is displayed. %

6. To jump between sections in an open notebook, click the tabs in the Noteboo r section.

7. To move between the pages in your notebook, click the name of the pages Page Tabs Bar to

the right of the “Content” pane.
8. To access the commands and buttons used to manipulate OneNote, @ e Tabs in the Ribbon.
9. To access file management commands for OneNote, click the “File’faby{G"view the Backstage View.
10. To access frequently used commands, use the Quick Access Toolba
11. To toggle between Touch Mode and Mouse Mode, click t)g

button and select “Touch/Mouse Mode” to add that button to t@ [

tomize Quick Access Toolbar”
Access Toolbar.

12. Click the “Touch/Mouse Mode” button in the Quick Access To to toggle between the modes.

THE TITLE BAR: .

1. To send the application down to the Windo sQ?bar, click the “Minimize” button.
2. To toggle between full-screen and a windz iew of the application, click the “Maximize” button

will enlarge your application window to full-scréen size. It will also toggle the function of the same button
to the “Restore Down” command.

3. To close the OneNote application,g@he “Close” button.
THE RIBBON: @

To both hide or show t &tents of the Ribbon, double-click on the active tab within the Ribbon.
To switch between tvg\ in the Ribbon, click on the name of the tab you want to switch to.

To set the display of the Ribbon, use the “Ribbon Display Options” button in the Title Bar.

Choose from th ns available “Auto-Hide Ribbon,” “Show Tabs” or “Show Tabs and Commands.”

PwNE

THE “FILE" T BACKSTAGE VIEW:

1. To a@file management functions for your notebook, like opening, printing and sharing
nt@g ks, click the “File” tab in the Ribbon to display the Backstage View.
e from the listed commands to view the options for that command.
.~ _The options will be displayed on the right-side of the screen.
4. To set the default options for OneNote, click the “Options” command to open the OneNote Options
dialog box.

©TeachUcomp, Inc. Introductory OneNote 12



ACTIONS-
GETTING ACQUAINTED WITH ONENOTE

THE QUICK ACCESS TOOLBAR:

1. To display the Quick Access Toolbar below the Ribbon, click the “Customize Quick Access Todlpar”

button at the right end of the toolbar and select the “Show Below the Ribbon” command. *

2. To reset it to its default location, click the same “Customize Quick Access Toolbar” b nd
choose the “Show Above the Ribbon” command. Q

mmand

3. To add a command from the Ribbon to the Quick Access Toolbar, right-click on@
button or function within the Ribbon which you want to add and choose the “Add to ck Access

Toolbar” command. %

4. To remove a button that you have added to the Quick Access Toolbar, ri the button you
wish to remove in the Quick Access toolbar, and choose the “Remove fro m Access Toolbar”
command.

5. To more thoroughly customize the Quick Access Toolbar, click t@ustomize Quick Access
Toolbar” button and choose “More Commands...” to open the “OneNo ns” window.

6. At the right side of the panel are two sets of command button listin sting at the far right is the set
of button commands that are currently shown in the Quick Acce bar. To the left of this panel is a
listing of commands that you can add to the Quick Access T ou can select which functions are
shown in this list by selecting a command grouping to display the “Choose commands from:” drop-
down that is located above the list.

7. To add a command to the Quick Access Toolbar f his list, click on the command that you wish
to add from the choices available in the left Iisggé lick the “Add>>" button to move the selected

command into the Quick Access Toolbar list to theki
8. To remove a command from the Quick Ac oolbar list at the right, click on it to select it, and

click the “Remove” button to remove it fr n‘@ .

9. To change the order in which the butt pear in the Quick Access Toolbar, select a command
in the right list, and click either the “U sDown” arrow buttons to the right of this list.

10. When you have finished customizilé) ontent of the Quick Access Toolbar, click the “OK” button in
the lower right corner of the “On ptions” window to save and apply your changes.

THE SCROLL BARS: K

To navigate vertically ;ugh your OneNote page, use the scroll bar on the right side of the screen.
Alternatively, if your jouse has a scroll wheel, scroll up and down to navigate vertically.

To navigatehhofizantally through your OneNote page, use the scroll bar on the bottom of the screen.
You may cli

S\

%wew and use the Mini Toolbar on a non-touch interface, select text within a page and hold your

use pointer over it.

2. Ifusing atouch interface, select the text, then tap, hold, and release to reveal the Mini Toolbar.

3. The toolbar shown when using a touch interface contains the same functionality as the desktop Mini
Toolbar, plus Contextual Menu options such as “Paste,” “Cut,” “Copy,” and others which you can reveal
by clicking the “Show Contextual Menu” drop-down at the right end of the toolbar.

4. Select from the many buttons that appear in the Mini toolbar to apply quick formatting to the selection.
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EXERCISES:
GETTING ACQUAINTED WITH ONENOTE

Purpose:

1. To begin exploring the OneNote environment.

. N\

1. Open your OneNote application. 9

2. When you start OneNote for the first time, the program opens a sample notebook galled Personal. In
the future when you start the application, the notebook you worked on last will stead.

3. Find the Quick Access toolbar.

4. Find the Ribbon. 6

5. Find the Navigation Bar.

6.

7.

Find the Page Tabs Bar.
Click the “X" in the upper right corner of the OneNote window to g@program.

O
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