Special Features
in OneNote
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Templates in OneNote

OneNote has built-in help for page layout in the form of page templates.

I To create a page from a template, | Templates - x
instead of just clicking on the New | Addapage

Page button, click on the down Lol B

arrow beside it.

-‘ _1Mew Pag
Example Lan MNew Page [Ctrl=MN)

Example Lan| - New Subpage
P d template you choose,

Example Lan Formal Meeting Notes 4 Academic
simple Lecture Notes The template list will appear: select Simple Lecture Notes
Personal Meeting Motes Detalled Lecture Notes

one for your new page. Lecture Motes and Study

Simple Meeting Motes 1

Questions
Detailed Lecture Notes At the bottom of the visible :';Ei”;;‘::;ﬁi“ms
Flistory Class Notes template list there is an option: . Blank
Math/Science Class Motes Page Templates Bums
. P DusIness

Lecture Maotes and Study Question

[+ Decorative
This opens the Templates pane

which contains a larger list of templates, arranged by type.

When you select an option, the new page will appear, laid out in the template style.

| OneNote Guide Printouttab . To Do | Mew Sectionl * :: Search All Notel

= |
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Homework: Today's Topics:
L]
g L]

Important Points:

Lecture Topic:
Duringthe lecture, take notes here. Insertasub-page for each lecture topic.

Give the page a suitable name and then work on it in the usual way.
Create new template

Pages that you create yourself from a blank layout may be saved as a
template that you can use later.

Save current page as a template

At the bottom of the Templates pane click the option _—

Save As Template m

Save current page as a template. -

Template name: |Language section|

In the dlalog that opens enter a name and Save. You [7] Set as default template for new pages in the current section

can tick a check box to set the template for new pages [ save | [ cancel
in the current section. The new template now will

appear in the Templates panel. For more see: http://goo.gl/YWL6G|



http://goo.gl/YwL6Gj

Tags for objects

You can mark your notes with symbols called tags, which let you easily return to
information that you want to follow up on, remind yourself about, or send to others.

You can flag a single line of text or entire paragraphs of notes.

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

On the Home tab, in the Tags group, click Tags D= ﬂ ? '_ﬂrjj

ot
the tag symbol you want to apply. | ToDo(Ctrl+1) ;{ : _
< Important (Ctr+2) Find E-mail Cutlook Meeting
= p Tags Page Tasks~ Details~

Use the arrows to scroll through the listor | ? Question (Ctrl+3) | Outlook
. . Remember for later (
click the More arrow to show all available " Defintion (Ctr5)
tags. /  Highlight (Ctrl+6)
8= Contact (Ctrl+7)
Tags can also be used to categorize and 3% Address (Ctrl+8)
prioritize notes. % Phone number (Ctrls
3,_;‘,) Web site to visit
H H 4 Idea
This means tags and their labels can be P — } Suggestplaceswan:
used for searching your notebooks. ' Critical have seen
For instance:
Analyse OE Text Wanderer 2 What questions for quiz? 4 Suggestplacesv
y ] q q ggestp
haveseen

_| Prepare forTutorial
8, http://www.anglo-saxons.net/hwaet/?do=get&type=text&id=wdr

[ ] Takein essaysformarking ?] Schedule meeting with group members

8 commentfromJoeBarrow?

Above is displayed a small selection of the tags available. Note that we have three To Do
tags in a column making a list (you tick each item off as it is done).

You can add a tag to an existing item or add a tag by itself — it will be within a textbox which
you can add some content too.



Tags Summary

. J To Do (Ctrl+1)
You access the Tags Summary by clicking the Find Tags button on the ‘v Important (Ctrl+2)
‘2 Question (Ctrl+3)
Home tab. -
The Tags Summary is a useful tool, especially if you have tasks to do and need
to check how you are proceeding.
Tags Summary ~ i The illustration here shows the most recent tagged notes listed first and

| @ search completed older tagged notes listed afterwards. This is because the tags have been

<b grouped by Date.

[] show only unchecked items Ll Iill
4 Today's notes - . Qs Date E
By clicking on the down arrow at Group tags by, you | - A
&= Comment from Joe Barr... A Eackon o
4 commensonmerchangi..  CaN display your tagged notes ordered by Tag name, | 755
@ Comments on merchandi... f H Date B
, Title, Section and so on. o et N
4 Dlder notes
] analyse cETextwande...  Suppose you have a check list and want to quickly see tagged items which
Prepare for Tutorial . . .
f . - are still “to do”. Tick the Show only unchecked items box then scroll down
chedule meeting with g...
2 whatquestensforquizz | = t0 the bottom and click on the Refresh Results button.
57 What guestions for quiz?
| wandere... . . . . . .
4 SuggEstpisces nancere Tags Summary will display those items still to be checked (i.e. still
3) http:/fwww.anglo-saxo. .. . . .
Comment from Joe Barr... uncompleted) and ignore completed items you have ticked.
Mind Maps

OneNote does not have a genuine mind map feature, however because you can move items easily

around a notebook page and highlight them with colour and flags, it is possible to arrange any set of
notes you have into a rough kind of mind map.

Draw Review View

A~ A7 NN S A ]
- Do |
~A A~~~ ol - gta%x&= -

Thickness

Tools Insert Shapes

A basic kind of mind map can be produced by using Insert Shapes from the Draw tab. For instance
an ellipse could be used as a central topic with rectangular or other shapes used for sub-topics.

Indo-European|

—



Text is easily added in a shape — just click and type. Objects from the Insert tab can be added to
topics (or represent topics themselves) such as pictures, hyperlinks or files. Links between topics can
be shown using lines and arrows from the Insert Shapes menu.

Above is an example of just such a very basic mind map. Tags have been used to mark topics and
text highlight (from the Home tab) used to emphasise topic headings. A Draw Tool has been used to
encircle a group of related items.

Audio and video

You can add video and audio files to a Notebook page in OneNote. These can be existing
videos (for instance which you download, e.g. from YouTube or from video camera
recordings) or audio recordings you have made earlier.

You attach an existing audio /video file just as you attach any other file, such as a Word or
Excel document.
o

_MP3

The file will appear as an icon which will play when you double click on it:
the file of course must be of a type that will play with the audio/video Kalimba

software you have on your computer (e.g. Windows Media Player).
Pull Printing Guide

To make clear what the video/audio is about you can place it within a

Eh
text box and add explanatory text. You can also add tags just as with pu"'_primm
any other object. g MP4_01...

Home Insert Share Draw Review View
% 2 IE po 4’ =\ D
o j A N c V) ” 52
L 4 O] [+ = I[J :ﬂ '9—; 0 @ \tH ‘S kI
" Insert Table Picture Screen Link Attach File Scannery Record Record Date Time Date Equation Symbol
Space ¥ Clipping File Printout Printout\ Audio Video & Time 4 >
Recording

Insert Tables Images Links Files Time Stamp Symbols

It is also possible to create audio and video files from within OneNote, using the Audio &
Video toolbar.

You must of course have a mike attached (or built-in) and/or a monitor camera. You can use
this to simply record something or to comment on a document you have added to OneNote
or to record notes at a lecture/tutorial.

Click on the page where you want the link (seen as an icon — see above) to the recording to
appear. Then, on the Insert tab, click on Record Audio or Record Video in the Recording
group. The Audio & Video toolbar will appear and the recording will begin.
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The controls are straightforward: Pause and Stop buttons become active and can be used
while recording. The Pause button pauses the recording: clicking on it a second time
continues the same recording. Once stopped the Play button is active so you can play back
if you wish.

When you wish to play back, right click on the audio/video icon and select Play. The
recording will play and the Audio & Video toolbar will appear along with the Recording
controls.

Double clicking on the icon will also display the Audio & Video toolbar and allow you to
replay the file.

If your recording link icon is placed within a text Tutorial 5 Notes

box, you can type brief notes/comments to go

with the recording. Start a new paragraph for 2.

each note you make. Lecture 12

When a recording is completed, place the cursor at Audio recording started: 10:06 09 February 2015

any point in the notes and a Play icon will appear. Old English already changing syntax when arrived

Clicking this will play the recording from the point @ Differentdialects: north, south midland (Mercia)
at which you took this note. Alfred: written English

Some links on using audio video on OneNote

http://go00.gl/2wuXAt https://www.youtube.com/watch?v=Q28VjZVL76M

https://www.youtube.com/watch?v=bgacLt9AK-k

OneNote Linked Notes add-in

(Note: this add-in is not available on CSCE machines but is available on SSD machines).

Linked Notes (on the Review tab) allows you to connect material from another office
application directly to OneNote. Both PowerPoint and Word can be used this way.

Review View EndMote Web & d

Final: Show Markup - %2 Reject ~ _] |m
A oo 4
Show Markup ~ = 1_“_} Previous — = I
Accept Compare Eloc Restr Linked
Reviewing Pane = -~ 3 Next - hors ~ Editinky | Motes
Tracking Changes Compare Protect OneMote



http://goo.gl/2wuXAt
https://www.youtube.com/watch?v=Q28VjZVL76M
https://www.youtube.com/watch?v=bqacLt9AK-k

If you don’t see the OneNote Linked Notes icon on the Review tab, choose File then
Options. In the Options window choose Add-Ins, then under Manage with COM Add-ins
selected, click the Go button. Tick the OneNote Linked Notes Add-in checkbox and click OK.

rSeIect Location in OneMote M1
|"‘d‘"e°ﬁ°” T SEEE L D 5] The first time you link a particular document to
OneNote you will see the dialog box shown here.
Recent Picks
@ Mew Section 1 (current section) (My new notebook) . .
) T Traring My new notebook New Secton 1 This allows you to choose the section and page to
[ CopyPage (My new notebook/New Section 1) which the document will be linked in OneNote.
[ Unfiled Notes {Unfiled MNotes)
|1 Batty notes {current page) (My new notebook/MNew Section 1) . . .
Allotebool You can find a page in a notebook by going
7 tanguage Development through the notebooks section by section under
i{j OneNote 2010 Guide All Notebooks
= m My new notebook ’
B Mew Section 1
B Now oectin 2 Or you can use the search box at the top of the
") Engish Language Notes dialog window, provided you know the name of
Unfiled Mote: .
9L nfedots the page or section you want.
[ OK. ] [ Cancel ]
A

Using this feature you can take notes about a document (or presentation) that someone has
sent you (or that you have uploaded); when you have finished close the document.

Once the link is established you can:
e Open OneNote at any time from the linked Word document by clicking the Link
icon on the Word Review tab. This will take you directly to the connected page ,’g

. Linked
in OneNote. rla’lt:s

OneNote

e Open the linked document from its OneNote page by clicking on the Link icon
(which is also on the Review tab here).

Batty notes
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Bats and Birds -
Their motions might seem erratic and graceless, but bats are more efficient flyers
than birds, thanks to an airlift mechanism that is unique among aerial creatures,
new wind-tunnel tests show.

Previous studies that compared oxygen consumption among birds, insects and
bats of similar sizes—a hummingbird, a small bat and a large moth, for example—
found that bats use less energy to fly, but “no one’s really had an explanation for
this phenomenon,” said study team member Sharon Swartz, an associate
professor in ecology and evolutionary biology at Brown University.

The wind tunnel tests suggest the secret to efficient bat flight lies in the furry
creature’s flexible skin membrane and its many-jointed wings, which together
creates a shape-shifting structure that provides more lft, less drag and greater
manoeuvrability.

nnnnnnnnn of iformetion

Flexible, highly articulated wings give bats more options for fiight than birds:

= more ift, less drag, greater manoeuvrability.
— Credit: K. Breuer, Harvard University
8| contacts.

Their motions might seem erratic and graceless, but bats are more efficient flyers
o] e than birds, thanks to an airlift mechanism that is unique among aerial creatures,
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When the Link is operating the two applications will appear side by side with OneNote
“docked” to the edge of the Desktop. Thus you can take notes about the document while it
is open beside the OneNote page and can be easily referred to.

As you can see from the illustration, you can also easily copy material from the document
into the linked OneNote page. Thus your notes can consist of your own comments plus key
selections of content from the original document.

A feature of Linked Notes is that when you type notes in a linked

. . . ¥ Bats and Birds|
Notebook an icon appears: e.g. a Word icon appears beside the textbox.

|IE Look up Sharon
biology at Brow

This is a link to the document. If you take notes while switching
between different parts of the linked document, the text boxes for the

notes will link to those specific parts of the document. W= highlyjointeds
flight

So from the Notebook page you can click and link to various parts of the
linked document, simply by clicking on the icon beside the text.

Click the Dock to Desktop button on the quick access toolbar
to undock the window and toggle Linked Notes mode off (or
simply press CTRL+ALT+D).

Batty notes - |

View

Another way to undock is to click on the Full Page View button [yjl « & 25 Batty notes -
E

View I

next to the Dock to Desktop button.




