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OneNote 2010 
Introducing Microsoft OneNote 
3 hours 

Is this course for you? 
You want to create an electronic Notebook to store and organise notes you create or collect 
from the web, or from other documents in your filing system.  You may want to use your 
Notebook to plan a project, assemble research resources for a report or just store ideas and 
information that you would normally jot down on paper.  You may wish to share your 
Notebook with others so you can collaborate on a project. 

Pre-requisites 

This course assumes that delegates are familiar with:  
basic Windows operations, such as using a mouse and opening and saving files 
other Microsoft Office programs, in particular Word and Outlook 

Course duration 

3 hours, including a 15 minute break 

Course objective 

At the end of the course, you will know how to create and share Notebooks.  You will be able 
to add content, either by typing it in, or by importing it from various sources, including the web, 
scans, screenshots and printouts from other programs.  You will know how to manage, 
organise and search your Notebook content. 

A handout covering the main course topics will be provided. 
 

 

Create a Notebook 

Choose a location for your Notebook 

Create a page 

Add a page title 

Enter and format text 

Merge and split text containers 

Organise a notebook 

Create sections 

Move and delete pages 

Format pages 

Change the page colour 

Add ruled lines 

Change paper size of a page 

Create a page using a template 

Layout text in a table 

Add content 

Insert pictures 

Copy and paste material 

Add a screenshot 

Insert a printout from another program 

Attach a file 

Add a SideNote 

Record sound and video 

Link content 

Insert a hyperlink 

Link to another OneNote page 

Create Linked Notes 

Tag and search for material 

Add a pre-built tag 

Modify and create tags 

Search for tagged material 

Search for content 

Work with Outlook 

Import task, appointment and contact 
details 

Create a linked Outlook task 

E-mail a OneNote page 

Recover material 

Restore a deleted page 

Use Page versions to roll back edits 

Share a Notebook 

Invite others to a shared Notebook 

Sync a shared notebook 

View changes made by others 
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