K2's Using OneNote More And Email Less

OneNote is a fantastic application included in your Microsoft 365 subscription. Yet, it is
underutilized and misunderstood most of the time. If you genuinely want to change how you
work, embrace OneNote. Stop using Outlook as a filing cabinet for essential emails and move
them to OneNote instead. If you share a OneNote notebook with others, you can stop emailing
altogether within your group and use OneNote as your collaboration and reference platform.
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Introduction

OneNote is a fantastic application included in your Microsoft 365 subscription. Yet, it is
underutilized and misunderstood most of the time. If you genuinely want to change how you
work, embrace OneNote. Stop using Outlook as a filing cabinet for essential emails and move
them to OneNote instead. If you share a OneNote notebook with others, you can stop emailing
altogether within your group and use OneNote as your collaboration and reference platform.

Major Topics
¢ Using OneNote as a powerful reference resource
e Learn how to move your emails into OneNote
e Share OneNote with a group of people and communicate within a notebook rather than
email.

Learning Objectives

e List tasks for which you might choose to use OneNote

¢ Identify ways to reduce email and use OneNote for yourself and your group or team

e Cite examples of how you can use OneNote for storing and retrieving important reference
information

o Identify the process for acquiring OneNote

What Is OneNote

OneNote is your all-in-one digital notebook that can replace your paper notebook. It’s the perfect
place to track necessary information, including notes, emails, documents, pictures, and links.

With OneNote, you no longer need to rely on paper for notebooks, lists, or sticky notes. For
example, you can use it before, during, and after meetings to ensure all the required information
is in one place and easily shared with everyone who attended.

OneNote can help you stay organized and increase efficiency by providing a centralized location
for all your information. Plus, because it’s a digital notebook, you’ll never have to worry about
losing important notes or papers again.

OneNote is also an excellent tool for collaboration. You can share your notebooks with your team
to reduce email traffic and make it easier to work together. For example, you can use OneNote
to capture updates and references on a project and share them with others in your team.

Whether taking notes for yourself or sharing them with others, OneNote is an essential part of
Microsoft 365. It integrates seamlessly with Microsoft Outlook and Microsoft Teams, making it a
versatile and robust solution for anyone looking to stay organized and productive.
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OneNote Is Available On Many Devices

OneNote is readily available to anyone, and you can also download it free of charge from
Microsoft’s website.

Use OneNote on the following devices:
e OnaPCor Mac computer
e Onthe web
e On aniPhone or Android phone
e On aniPad or Galaxy/Android device

If you log into these devices with the same Microsoft account, you can access the same
notebooks, no matter which device you choose.

Two Desktop Versions Of OneNote
At the time of this writing, two OneNote applications are available for a PC:

e The OneNote app, which comes with Microsoft 365 and
e OneNote for Windows, which comes with Windows.

You may already have these applications on your PC, or you can download either one. These
applications do look a little different from one another, but they perform all the same functions.
For this instruction, we will use the OneNote app.

Creating Your First Notebook

There is no limit to how many notebooks you can create. When creating notebooks, save them
consistently in the same location so it is easier for you to find them. You may want to create a
Notebooks folder on your OneDrive.

Once the OneNote app is open on your computer, go to File and choose New. Then navigate to
the OneDrive or SharePoint location where you want to create the notebook. If you use Teams
and plan on sharing this notebook, it is best to establish it in Teams.

Opening OneNote From A Different Device/Computer

Let’s say you use OneNote on your desktop computer at work. However, you may also want to
access this same notebook on your laptop, phone, iPad, or another computer — perhaps one that
doesn’t belong to you.

1. Once you have the OneNote app open on your computer, go to File, choose Open, and
navigate to the OneDrive or SharePoint location where you saved the notebook

2. From the app on your iPad or phone, you go to the More Notebooks option to open any
existing notebooks.
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Opening OneNote From The Web Application

Assuming you have Microsoft 365 and are actively using Microsoft OneDrive or Teams and
SharePoint, you can access your notebook from any computer by going to the web and logging
into your Microsoft account.

1. Go to the login page for Microsoft at www.office.com.

2. Login to your Microsoft account using the appropriate email and password. Do not save

this login information to a device that does not belong to you.
3. Go to the waffle menu at the top left of the Microsoft window, and choose OneNote.
4. Click My Notebooks to see all notebooks created using the current Microsoft login.

5. To open one of the notebooks, click on the notebook name.

Storing And Retrieving Information Easily

OneNote is a potent tool for storing and retrieving information. Whether you’re taking notes in
a meeting, gathering research for a project, or keeping track of your to-do list, OneNote makes it
easy to capture and organize your thoughts. With features like notebooks, sections, pages, tags,
links, website links, and searching, you can quickly find the information you need when you need
it. This section explores how OneNote can help you store and retrieve data efficiently to stay
organized and focused.

Let’s look at how the notebook itself is structured. Each notebook has sections and pages to help
categorize your information.

Creating Notebooks, Sections, And Pages
To achieve better organization, find the best way to store notes and related information with
Microsoft OneNote.

Fundamental to organizing within OneNote is this program’s system of:

1. Notebooks,
2. Notebooks have Sections and
3. Sections have Pages.
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Questions

Highlighting
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Tags

Highlighting - Group 2 Agenda IEVEI 1
Mesting Template Hand writing

Why OneNote
OneNote Basics

1. Click on the Plus sign to add a section to the notebook.
2. Alternatively, right-click on any Tab to add a new section

Introduction AR SRR
Rename

k2 Export..
'C X Delete
2l Move or Copy...
[:D Merge into Another Section...
+ Copy Link to Section
a  New Section
7 New Section Group

Password Protect This Section...

Section Color

Creating A Page In The OneNote App

You can have as many pages as you need in any section of your Notebooks. Click Add a Page on
the screen’s right to add a page. A page in OneNote is not the size of a piece of paper; there are
no definitive limits. If you plan to print your OneNote notes, use a Page template for that paper
size.
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Entering Information Into Your Pages

Entering into a notebook page is different from typing into a Word document. There are no pre-
defined page dimensions. Your notebook page can be as wide and as long as you want it to be. If
you wish to print information from your page eventually, you may want to type into a standard
page width.

Titles
The title of your Page becomes the title on the right side.

Typing Text
If you press Enter, you can continue typing text like you would in Word or other Microsoft programs.
Following is an example of a Container.

Type ina CONTAINER

If you click somewhere outside this area, you create a new Container. Each container can be sized
or moved. Further, Containers can hold more than just text. Containers store anything you add
to your notebook, such as:

e Pictures,

e Emails (from Outlook),

e Word or Excel documents (or any other type of document)

e Audio or video clips

e Hand writings /drawings

You can click on the Border of the Container and move or delete the container if necessary.

More Notebooks

Once you have notebooks created, if you go to another device and use OneNote, you will need
to open up the notebooks you have created (on other devices). Use the More Notebooks option
to open up these other notebooks. You may also need to do this if you’ve opened a notebook in
Teams and now want to see that notebook in your OneNote App.
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Add Emails To OneNote

You can easily add an email from Outlook to OneNote. How do you want to insert this file?
This action copies the email from Outlook; it does not
move it.

Courses.msg (117 KB)

. . Cfb Upload to OneDrive and insert link
1. Click and Drag an Email from Outlook into a i

notebook Page.

2. Insert as an attachment. @ Insert as attachment
3. Or choose to Save to OneDrive and link from
OneDrive.
Learn More Cancel

Use Send to OneNote button in Outlook

If you use Microsoft 365, another way to add an email to OneNote is to use the
(N l Send to OneNote button on the Home tab of the Ribbon in Outlook. When you
Send to use this button, you send the selected Email Message to a page in a OneNote
OneNote notebook.
OneMote

For this button to work, you must create at least one note in Microsoft OneNote. You also should
have opened that notebook on your computer.

1. Click on a Message in Outlook. The message could be in the inbox or any other folder.
2. Click on the Send to OneNote button on the Home Ribbon.
3. Choose the notebook and section from Recents, or scroll down

to choose a different notebook. If you do not choose the Recent

. . Send to OneNote X
Section, when you select a notebook, click the arrow to choose
the Section' Select a location to save this email:
. ~ (O Recent sections
4. Click the Save button. e
U e,
i TOC
Classroom
This email is still in Outlook, but now a copy is also in Microsoft OneNote. y Intoducton
Classroom
If you delete the email from Outlook, its copy remains in OneNote. y Mesings
Marketing Notebaok
U Chomber sa
» W Mission OneNote book launch
» B Mission Blogs
» B programs
e
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Documents
You can add a Document to OneNote as a:

¢ File Printout (Insert Toolbar)
e File Attachment (Insert Toolbar or Drag & Drop)
e Copy Link

Ej;' File Attachment
OneMote
agendas a...
Top Ten Time Saving Tips for Computers Link to a file.

File Printout

File Printout gives you the best of both worlds; you have an attachment and a printout of what
the file looks like. After you create this File Printout, you could remove the attachment or the
printout. To do so, click on hit and press Delete.

This File Printout occupies your notebook and is not attached or linked to the original file. If you
make changes in this object, it does not change the original file. This printout is a copy.

Jw] Excel Agendas 17
r\j\ Mission Computers Inc.
f Phone: 780-945-1831
cm“ WWW Mission-Computers. com

Excel Level 1

Excel is a powerful spreadsheet application used to create tables, farms, charts, keep track of statistical informatien, and
perform simple to complicated mathematical calculations and much more. Excel will simplify many of your everyday
tasks.

BASICS

+  The components of Excel
+  The Excel screen

+  Navigating in Excel

SELECTING DATA

+  Use Zoom Control to view your data

+  Select Non Adjacent cells for quicker formatting

+  Select one or more Columns and Rows

+  Selecta Large Range of cells

+  Learn several methods of Cut, Copy & Paste

+  Use Drag & Drop to quickly move data in your worksheet

FORMATTING WORKSHEETS

* Insert one or more Rows and Columns

* Resize Columns and Rows to best fit your data
*__Change the format of your data
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File Attachment
File Attachment is just like an email attachment. It consumes space and appears _
as an attachment. To read the attachment, you will need to double-click on it. W
Word
Document Link Assesssme.
A Document Link takes up no space in your notebook and always links to the
source of information. Links may originate from your computer, network, cloud drive, website,

etc.

Example Link: Top Ten Time-Saving Tips for Computers

Do You Have Access To The Link When You Need It?

When linking to a file in your notebook, ensure you have access to that location. For example, will you
need access to that file if you are out of the office? If you do, link the file via a remote cloud site like
OneDrive, SharePoint, or Dropbox.

Links

Use Links in OneNote to reference or relate one piece of information to another. For example,
you can link a paragraph, a page, or an entire section.

Paragraph Links
Copy Links from One Paragraph to a Word or Phrase:

* On the same page,
¢ |n a different section,
¢ In a different notebook

Copying Links From The Paragraph
Following are the steps to use if you wish to link a paragraph to another page in a notebook.

Right Click on a Paragraph or a Page
Choose Copy Link to Paragraph (or page)
Go to where you want to view the Link
Paste (Ctrl-V or Right click)

PwnNpE

You will then see an underlined word or phrase.
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As shown below, you can also copy Links from one paragraph to another area on the same page.

Cut

¥
Copy Links from One Paragraph to a Word or Phrase -~

¢ on the same page, B Copy

* in a different section, [ Paste Options:
r=
* in a different notebook

2% Delete
[} Copy Link to Paragraph

Select 3
Qrder 3
Move
Resize

Link To Another Page In Your Notebook
In this example, we begin on the page where we want the link to reside, and then we will find
the linked page to link it.

Click on the Insert Ribbon

Choose the Link button from Insert Ribbon

Choose the appropriate notebook and page with the information you want to link.
The “linked” word or phrase will appear underlined in your notebook. If you click this
word (or phrase), it will take you to that Page in the notebook.

BwN e
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Link To All The Pages In A Section
1. Click on the first page in the

e -~ e} .
n section.
Add P . . .
Z2 s 2. Shift-Click on the last page in
< the section.
Agenda level 1 3. Right-click in that selection,
Hand writing and choose Copy Link to Page.
WhyO"ENDt_E . 4. Go to the page where you
Onetlote Basics want these links to appear and
Creating E[i Rename choose Paste.
Entering / Typi
nterng & 1yp X g&l&t&
Screen Layout
o 4 Cut
Highlight Text
[ Copy
ﬂ'D Paste
E—_,E, Copy Link to Page
E}L Move or Copy... (Ctrl+Alt+M)
[ MNewPage (Ctrl+MN)
—» Make Subpage
B Mark as Unread (Ctrl+ Q)

Link to A Page In Another Section

This example will link to the To Do List page in the Templates section of the Classroom notebook.
1. Click on the Insert Ribbon.
2. Choose the Link button from the Insert tab of the Ribbon.

a. Choose the appropriate notebook and page with the information you want to link to;
for example, Go to notebook Classroom, choose the Templates section Templates,
and choose the Page entitled To Do List.

3. The word will appear underlined in your notebook. The underlining refers to the link.
Clicking this word (or phrase) will take you to the Page in the linked notebook.
To Do List
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Go Back To Previous Page
To return to the page you were just on, click the Back button in your Quick Access menu. The
Quick Access Menu is at the top left side of your screen (above your Ribbon bar).

The Back button is the first button on the Quick Access bar.

©YVmE”sLT O -

You can customize the Quick Access bar.
If your menu does not look like the one displayed above, click on the arrow on the right side to
customize your Quick Access bar.

If you cannot see your Quick Access bar at all,
1. Right-click on your Toolbar and
2. Choose Show Quick Access Toolbar.

Edit Your Link

You can edit a link once you have created it. For example, you may want to edit a link to rename
it.

Right-click on the linked item.

Choose Edit Link.

Change Text to Display to rename the link.

Also, you may want to change what you linked.

a. Change the notebook page you linked.

b. Change the file you linked.

c. Change the website you linked.

PwwnNpE

Referencing Your Notes With Tags

You can use Tags to help highlight your note, just like you would highlight paper-based notes.
You will find Tags on the Home tab of the Ribbon.
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Types Of Tags

e Tag Important Notes (CTRL - 2) or choose Tag from the
menu.

e Did you write something down and want to remember
it as a Question? Use the Question Tag (Ctrl - 3).

e Remember this for later (Ctrl - 4)

e Create a To-Do box within your Notes (not linked to
Tasks in Outlook) (Ctrl - 1)

Create Custome Tags

To create your custom Tags or change the ones in the Tags list:
1. From the Tags drop-down,
2. Go to the bottom of the list and
3. Choose Customize Tags

Turn a Tag Off the same way you turned the Tag on (with the
menu or shortcut keys). For example, CTRL - 0 removes any tags
you have highlighted.

l? To Do (Ctrl+1) z FD

ToDo  Find  Outlook
Tag Tags Tasks ~

oo

Important (Ctrl+2) -

-

Tags

Page 13 of 26

Copyright © 2023, K2 Enterprises, LLC.

Tags
To Do

Important

Question

=)

A, Remember for later
A, Definition
[D Used in this Notebook »

—|— Create Mew Tag

10neNote for Windows 10

In OneNote App, tags are on
the Home Ribbon.

Use the drop-down arrows
to choose from the many
tags available.
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Search for Tags
Retrieve anything fast in OneNote. With Tags, you have a new way to find information — find it
based on the Tag you used!

Searching For Tags In The OneNote App

From the Home Ribbon, click Find Tags.

o—
. el A ’:D . . .
V| ToDe(Curl+1) 2 Q The Tags Summary is shown on the right side of

Important (Ctrl+2) = ToDo | Find Putlaok your screen when you click Find Tags.

¥ Tag | Tags [Tasks~

Tags

Tags Summary s
Search completed
As the name suggests, you now have a summary of | croup tags by:

Tag name -
your tags. - _ o
|_| Show enly unchecked items

Ask Perry ~

But how do you want to GROUP these tags? From
the Group tags by box, choose from Tag Name,

Here are some questions that have been asked a lot, some of the..,

In a computer class or lesson we definitely encourage gquestions....

Section, Title, Date, and Note Text. Tags are used to help you highlight your notes. Just like you wo...
. Definition ~

Our example to the left summarizes data by Tag

name. = v©|--- ng 2 -

.. . A definition in OneMote
Also, when summarizing your Tags, you must decide

Important ~
how much of a summary you need. For example,

Capitals or case sensitive work is important with composing doc..,

from what sections of your notebooks are you CTRL-0 will remove any tags you have highlighted.
Summarizing th|5 Tag Search? Tag important notes (CTEL - 2) or choose tag from menu
Tags are found on the Home Ribbon
See a” your Choices beIOW: This sentence is really good and deserves a star.
Turn Tag OFF the same way you turned the Tag on (with the me...
Search: When you save changes it does matter how you save, Using Sav..,
This section | - Question -

This page group Q Eile names, email addresses, website names, usernames den't ca...
Th?s SECt?Un Q Remember something as a Question? Use the Question Tag (Ctrl..,
Th!S section group 7 Remember this for later with the yellow highlight tag. (Ctrl - 4)
This notebook ,?

All notebooks ¢ tags

Today's notes P Use the Question Tag (Ctrl - 3) if you wrote something down an...
Yesterday's notes P e e | P Y S, ST

This week's notes search:

Last week's notes This section i

Older notes (2 Refresh Results

| Create Summary Page |
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Searching Notes

Find anything fast in OneNote with searching! Like searching for tags on your pages, you can find
any text you enter. As you accumulate a lot of notes in your notebooks, searching text becomes
very helpful. For example, when you know you wrote a note but can’t remember where you
saved it, you can search for it. Search works in the notebooks on your computer, smartphone,
and tablet.

In the OneNote App, there are two Search boxes to choose from:

1. The Search box at the top of your OneNote app window, which you can access with the
Alt-Q keyboard shortcut.

P Ssearch

2. The Search box at the top right side of your page is accessible with a CTRL-E or CTRL-F
Keyboard shortcut.

CTRL-E will find words by looking through all your
Search [Ctri+E) /O - notebooks.

CTRL-F will find words by searching on the current page.
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The Search Box Or CTRL-E

When you use the search box at the top right corner
of your screen, you can search for any word or phrase

on the current page or all your notebooks.

Notice from the example on the right that when we
search for the word test, we find it in many different

forms:

e Recent pages visited

Finished: All Notebooks (change)

Recent picks
[l Test Windows Shift 5

In title: test (5)

[] Testfrom badge
[ Personality Test

[ Case study / Testimonials

[ Testimenials / Wins / Stories

[ Campaigns Testing

On page: test (139)

% 1
Find on page (Ctri+F) I
-~

(Classroom » Examples = E... I

(Classroom » Examples = E...
(Online Biz » Doers » Grace...
(Online Biz » Online Cours...
(Online Biz » Doers » Grace...
(Online Biz » Resources » T,

o AS pa rt Of d page t|t|e [1 Renaming a Notebook fro...  (Classroom » Advanced » ...
[ Lives Ideas (Online Biz » |deas FE)
[ Quiz or Challenging questi... ({Online Biz » Online Cours...
hd AS a Word ona page' [ Keyboard Short cuts (Classroom » Advanced = ..,
[ Marketing ideas (Online Biz » Book)
° AS a Word on a deleted page' Though thls [ Memberium |EOnI?nE B?zw Resources » T..
[ LeamDash (Online Biz » Resources » T...
result does not appear in the screen capture, it O Tedo (Online Biz » Ideas)
X X D Facebook ads (Online Biz » |deas)
IS at the bottom Of th|s Search bOX_ D Social Media Booklet (Connie @ Work » Personal)
D Book Launch Event (Online Biz » Book)
[ Theme Days (Online Biz » |deas FB)
[ Files (Classroom » Examples = E... o
3 Pin Mote and Audio Search results pane (Alt+0)
Search Box At Top Or ALT-Q
The ALT-Q keyboard shortcut and this top
search box in OneNote search for the P excellerel *
words you enter throughout all of the
Microsoft Office Apps. B spreadshect ’
E  AddTable >
ALT-Q will find files in Word, PowerPoint, Q 7oom >

or Excel that contain the phrase you are
searching.

ﬁ Excel Level 2 sample ss.xlsx
Connie Clark's OneDrive - Mission Computers Inc. » Decuments » Cours..,

ALT-Q will find the same word or phrase

. Excel Level 2.docx
n your nOtebOOkS- And yOU can also get @ Instructers » Course_Motes_and_Manual >
help on whatever term you typed. Find in Notebooks
. ~ excel level 2¢

ALT-Q may not be available on all [d
versions of the OneNote app. Gefficiphn

"excel level 2"

10 results g

2 More search results for "excel level 2
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Recent Edits Or Recent Notes

One helpful feature in OneNote App is the Recent Edits feature. Recent Edits us to find a list of
the most recent changes to our notebooks. This feature can be handy when sharing notebooks
with others or if we need to see what we added recently.

1. Click on the History Ribbon in the

OneNOte App Insert Draw Reviel
2. Choose Recent Edits. PR B
. Recent| Find b Hide Page
3. Choose the time frame you want it | uthor Authers  Vrson
to look at. Today..
mn Since Yesterday...

Last 7 Days...
Last 14 Days...
Last 30 Days...
sio

Last 3 Months...

ad Last § Months...

All Pages Sorted by Date...
T ——

4. Review the list given on the right
side of your screen.

5. Note that you can change Search Results > .
whether you want to search in [@ Pages changed in: Last 7 Days
a. this notebook or ‘Search This Notebook v
b. all notebooks or Sort by Date Modified X
c. this section or
d. this section group. Last Week P
[ Email Example 09-Mar-2023

D Table of Contents Exa.. 09-Mar-2023
D Get Motes for OneMote... 09-Mar-2023

[ Lists 09-Mar-20232
[ Highlight text 09-Mar-2023
[ Staff Meeting 09-Mar-2023

D Deleting notebooks 09-Mar-2023
DI Renaming a Motebook... 09-Mar-2023
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Extracting Information From Websites

You can copy information from a website or show a website URL in your notebook page in a few
ways. These include:

e Copy the URL and paste it into your page.
e Copy a paragraph from the website, and the URL of that website is included when you
paste it.

e Use a Web Clipper extension for your browser.
Copy And Paste From A Website
When you copy text or pictures or both from a website, you can paste them quickly into a
OneNote page. When you do, OneNote will also give you the URL for that website so you have
the reference.

You can research a topic and copy information from websites while still keeping the website link
available (or attached).

1. Go to any website and select a paragraph or more.
2. Choose Copy.
3. Pasteinto your OneNote Page to show the paragraph with the link to where it came from.

Website Links

¥ou can easily do research and capy information from websites, while still keeping the website link availabile (ar
attached).

1. Simply go to any website and select a paragraph or more.
2. Choose Copy.
3. Paste into your OnelNote Page and it will show the paragraph with the link to where it came from.

This was copied from a website page
Learn more about Microsoft Word, Excel, PowerPoint, Qutlock, OneMote, OneDrive, SharePaint and

Teams.

These programs are all part of Microsoft 365 (formerly known as Microsoft Office).

‘You can learn beginner, intermediate and advanced level concepts on Microsoft Word, Excel,
PowerPoint, Qutlook, OneNote, OneDrive, SharePoint and Teams.

Become more proficient with the apps/programa/software you use everyday at work.

Online Training solutions for all Microsoft 365 training!

Fill in our computer Assessment form and find out what level of Microsoft 365 training would suit you best,
so that you learn what you need to learn for Microsoft 365.

Having taught thousands of clients over the years we have 2 host of solutions for you.
Link autamatically shows at bottom of text or area copied.

See what's available and contact us for mere information. /”’

Check out our YouTube channel and learn through videos, many tips and tricks on how to us
Microsoft Teams, SharePoint, OneNote and Excel, plus more.

From <hitoe/imision computers comiagendasimicrocpfiofficed
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Sharing Your Notes

One of the key advantages of using OneNote is the ability to share your notes effortlessly with
others. You have several options, such as sharing a single page or an entire notebook. Sharing a
whole notebook is a breeze with the click of a button or by creating the notebook directly in
Microsoft Teams. This streamlined sharing process ensures that your notes are easily accessible
to anyone you share them with.

Sharing a page of your notebook
To share a single page of your notebook, you email it to the recipient(s). Note that you’ll share a
final copy of the page rather than a live version.

Email a Page from OneNote & Q 0 Zshae S
1. Click on the Share Button at the Top Right Corner Send Link
of your screen. Classraom
2. Choose Send Copy of Page.
3. If you have others in your organization you are Anyone with the link can edit
sharing your notebook with, you can send a LINK
to the Page or choose Copy Link. [nter a name or email address

Add a message (optional)

>

Copy Link
Send Copy of Page

[[& send copy of Page

Sharing A Notebook Link Via Email

Rather than just sending a single notebook page, you can share a link to the entire notebook via
email. To do this, click the Share button at the top right of your OneNote app screen. See the
following figure for an example of the Send link dialogue box that appears when you choose.
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Send link

Connie @ Work

Anyone with the link can edit >

Il'o: MName, group or email &

Message...

Copy link

Anyone with the link can edit > Ccpy

Shared with: e o

(A send Copy of Page

Before you send a share like this, you must understand the settings available to you. When you
click the first option in this dialogue box, Anyone with this link can edit. The following figure
represents the settings available to you.
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Link settings

Connie @ Work

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

Anyone with the link v

People in Mission Computers Inc. with the link

Iﬁj:}é,:ﬁl People with existing access
Specific people

Other settings
Allow editing

Set expiration date X

) Set password

Apply | Cancel

(& send Copy of Page

The settings from which you can pick include the following.

Who do you want to share the notebook with? Who do you want to have real-time group
collaboration with? Decide if they are within your organization or specific people, which
can be inside or outside the organization. If you choose Anyone with the link, all setting

options are available.

Are you allowing them the ability to edit any page of your notebook? Check off the Allow
editing box if you are ok with them editing pages in the notebook.

Do you want an expiration date for this share? With expiration dates, the share expires
on a specific date. Upon expiration, the shared access to that person disappears from the

notebook.

A password is needed to open the notebook. This feature could provide your notebook

with another layer of security.
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These settings are only visible for those using OneNote in an enterprise environment with a work
or school account.

Once you have share access to a notebook, you may change your mind and want to edit or
remove that access. Let’s look at this next.

Editing Or Removing Shared Access

Changes are still possible after you share access to your notebook. For example, you can edit that
access or remove that person from the share. The steps for editing or removing user access from
the shared notebook are listed below.

1. Click Share at the top right corner of the notebook and notice the shared access as

depicted in the screen capture below.

Shared with: e @

2. With your mouse, hover over any user icon in the Shared with area, and click the icon

representing the user you wish to edit.

3. The Manage access area opens up so that you can make changes to the share, see the

following figure for an example of the Manage access dialogue box:
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€ Manage access

Classroom

@ Links giving access O

.’/-_-\. B -
'.\@/.' ‘ https://missioncom... ‘ Copy

Anyone with the link can edit

‘ https://missioncom... ‘ Copy

Peaople you specify can view

This link works for

Connie @ Mi... X %

s Direct access @

9 Connie Clark Owner

4. Click on the ellipsis to the right of the links and copy boxes. Each of these menus provides
a separate prompt. For example, one prompts for setting an expiration date and another

for editing access rights.

5. Under the Manage access dialogue box links, you have access to the user for the share.
As shown above, the username shows as Connie @ Mi... and has an x beside the
username. If you click on this x, you will remove this user from sharing the notebook. If
you do not see a username in this box, look for the user icon and click on the down arrow

beside that user icon.

Sharing Notebooks Via Teams

OneNote notebooks are an integral part of Microsoft Teams. Sharing notebooks with team
members is easy. By leveraging the integration, teams can create and share real-time notes,
ideas, and meeting minutes, promoting seamless collaboration.

The OneNote tab in Teams provides easy access to notebooks within any Teams Channel. Using
OneNote notebooks within Microsoft Teams provides a powerful tool that helps your teams work
more efficiently and effectively, improving productivity and teamwork.
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You can add OneNote easily as an App to a Teams Channel.

To Add the OneNote Application:

1.

4.

Click on the Team and Channel where
you want OneNote to reside. General Posts Files Wik
Click on the Plus Sign (+) at the Top of

the Channel Posts area.

Choose OneNote from the apps listed (search for OneNote if it does not show on your
screen immediately).

Choose the default notebook that is listed. Every Team created has a default notebook.

Once you start using this notebook in your Teams environment, everyone in the Channel can

add to the notebook. You are automatically sharing with the entire team.

SharePoint and Notebooks

OneNote notebooks are a standard part of a SharePoint site and are available to users by default.
Notably, when you create a new SharePoint site, a corresponding OneNote notebook appears
automatically. Therefore, team members can use OneNote to capture and share ideas without
additional setup.

The OneNote notebook is accessible from within the SharePoint site, and team members can
work on the same notebook simultaneously, allowing for real-time collaboration. In addition,
OneNote provides an organized and efficient way for team members to store and access
information, ensuring everyone is up-to-date and on the same page. With OneNote notebooks
as a standard part of a SharePoint site, teams can work more effectively and efficiently, ultimately
improving productivity and results.

Look in the navigation area for the Notebook.
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Conclusion

In conclusion, OneNote is a versatile tool that you can use for various tasks, from organizing notes
and ideas to storing and retrieving important reference information. Throughout this
presentation, we have explored various OneNote can help individuals and teams reduce email
and collaborate more efficiently. In addition, we discussed the benefits of sharing a page or
notebook with others and the features of OneNote that make it easy to organize and find
information quickly.

Some of the critical features of OneNote that we have covered include sections and pages,
sending emails into OneNote, tagging and searching for tags, searching for information, and
storing documents and links. Additionally, we have emphasized the importance of using OneNote
on multiple devices, as it allows for seamless collaboration and access to information no matter
where you are.

Lastly, we have outlined the process for acquiring OneNote and highlighted that it is available on
many devices. So whether you are an individual looking to organize your personal life, or part of
a team looking to streamline collaboration and communication, OneNote has something to offer.
With its user-friendly interface and powerful features, OneNote is an excellent tool for staying
organized, productive, and connected.

Page 26 of 26

Copyright © 2023, K2 Enterprises, LLC.
Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.



	Introduction
	Major Topics
	Learning Objectives
	What Is OneNote
	OneNote Is Available On Many Devices
	Two Desktop Versions Of OneNote

	Creating Your First Notebook
	Opening OneNote From A Different Device/Computer
	Opening OneNote From The Web Application

	Storing And Retrieving Information Easily
	Creating Notebooks, Sections, And Pages
	Creating A Page In The OneNote App
	Entering Information Into Your Pages
	Titles
	Typing Text


	More Notebooks
	Add Emails To OneNote
	Use Send to OneNote button in Outlook
	Documents
	File Printout
	File Attachment
	Document Link
	Do You Have Access To The Link When You Need It?


	Links
	Paragraph Links
	Copying Links From The Paragraph
	Link To Another Page In Your Notebook
	Link To All The Pages In A Section
	Link to A Page In Another Section
	Go Back To Previous Page
	Edit Your Link

	Referencing Your Notes With Tags
	Types Of Tags
	Search for Tags

	Searching Notes
	The Search Box Or CTRL-E
	Search Box At Top Or ALT-Q

	Recent Edits Or Recent Notes
	Extracting Information From Websites
	Copy And Paste From A Website

	Sharing Your Notes
	Sharing a page of your notebook
	Sharing A Notebook Link Via Email
	Editing Or Removing Shared Access

	Sharing Notebooks Via Teams
	SharePoint and Notebooks

	Conclusion

