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Microsoft OneNote

Learn via: Classroom

Duration: 1 Day

Overview

In this course you will develop digital note-taking, note-collaboration, and note-synchronising skills with Microsoft OneNote, which will allow you to:
create and update notes, manage lists and outlines, search, add content including pictures, and interact with other Microsoft software programs.

Delivery Method

Virtual Training using WebEx Meeting Software accessible from your desktop or laptop using a headset with microphone.

Sessions are fully interactive and will require each delegate to have their own PC or Laptop with appropriate Microsoft Application available and a headset
(with a microphone if possible).

Prerequisites

Before attending this course, students must be able to:

Use a mouse

Type and use a keyboard

Navigate through Windows files and folders

Work with Windows - minimise, maximise, open and close

Target audience

This course is suitable for users of Microsoft OneNote versions 2013 or 2016, but the course will be delivered using 2016.

What You Will Learn

Understand the OneNote environment
Add content and organise a Notebook
Format and organise Notebooks

°
L]
°
® Manage Notebook content

Outline
Module 1: Getting Started with OneNote

® Understanding the OneNote Layout
® The OneNote Environment

Module 2: Creating a OneNote Notebook

® (Creating a New Notebook
® Adding Sections, Pages and Text

Module 3: Using OneNote Templates

® |Inserting and modifying a Page Template
e Setting a default template
® (Creating a Custom Template

Module 4: OneNote with other applications

® Linking and embedding files
® Using Web Links
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® Adding Video Files
® OneNote with Outlook Meetings and Tasks

Module 5: Formatting and Organising Notebooks
® Formatting Notebook Pages
® Using Tags
® Searching Notebooks

Module 6: Distributing & Managing Notebooks

® Exporting Notebooks
® OneNote Recycle Bin
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