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Introduction

This booklet is the companion document to the OneNote 2016 workshop. OneNote is an application
that will let you take notes and store them in a digital notebook. This booklet will show users how to
navigate the interface, create, format, edit, insert content, organize notebooks, and easily find content.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Identify the components of the OneNote 2016 interface
e Create a new notebook, sections, and pages
e Add and change the formatting of your notes
e Insert different types of content
e Use the draw tools
e Easily search your notebooks to find your notes

Note: This document frequently refers to right-click. If your set-up does not include a mouse with two
buttons, Mac users can configure their single-button mouse to do a right-click by accessing the System
Preferences > Mouse settings and setting the right-button to Secondary Button. Right-click can also be
enabled by holding Control ™ + click (See Figure 1).

@ < HH Mouse

Scroll direction: Natural
Tracking speed Double-Click Scrolling

Slow Fast Slow Fast Slow Fast

Button 3 ﬁ

Primary Button B f ¥ Primary Button
‘ | Secondary Button A,

Mission Control
Exposé - App Windows
Exposé - Desktop
Dashboard

Application Switcher
Spotlight

Button 4
Other...

Figure 1 - Setup Right-Click on a Mac
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OneNote 2016 Interface

The OneNote 2016 Interface is different from previous version of OneNote. The following illustrates
the interface and where OneNote features are located.

File Tab - Create new notebooks and open previously created notebooks (See Figure 2).
Quick Access Toolbar - Keep shortcuts to your favorite tools (See Figure 2).
Ribbon - Where you can access the tools for formatting your notebook (See Figure 2).

P wnNe

Contextual Tools - A tab that appears by selecting relevant objects in your notebook
(See Figure 2).

Search All Notebooks - Allows you to search all notebooks open (See Figure 2).
Ribbon Display Options - You can collapse or show the whole ribbon (See Figure 2).
Notebook List - List of notebooks you currently have open (See Figure 2).

Notebook Sections - List of sections in the notebook (See Figure 2).

Notebook Pages - List of pages in the section of the notebook (See Figure 2).

0 0N oWU

10. Document - This is where you type, edit, insert content in your notebook (See Figure 2).

gsert Format Notebooks Tools

Window Help

Class Notes Q-
Insert. Draw  View Table

vii=iv = @ Heading 1 ¥l ToDo
Important >
v| |2 | 8 =g Heading 2 2 Question To Do

T\ Math101 + &, Old Courses

\/ English 102 |

@ Add Page

Tuesday, October 13, 2015 8:45 AM
o Homework
iy ‘ 5
C(-'.‘”S Find out 'lhe 9IIowqu The
process in which animals

¢ Cells - foundin all organisms feodiie bnercyia ok

* Genetic material - found in central nucleoid area of prokaryotes or nucleus (surrounded by

nuclear envelope) of eukaryotes
Class Notes

Cells Cells -
foundin all
organisms G.. =1

microtubules
(part of cytaskeleton)

Figure 2 - OneNote 2016 Interface
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The Ribbon

The ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by
tabs. The ribbon is designed to help you quickly find the commands that you need to complete a task

@ OneNote File Edit View Insert Format MNotebooks Tools Window Help

w © Class Notes
Insert Draw View

oy Cut - = —

(N~ ' Calibri |20 [~|i= |+ 3= Ay Heading 1 To Do
Copy = » Impaortant »

gasis &7 Format B I U abe X;v & ~ A M= Heading 2 2 Question To Do

Figure 3 - The Ribbon

The File Button
The file tab takes you to a centralized location called the Microsoft Office Backstage view. This is where
you can create, open a recently opened notebook, and open a notebook.

1. Click the File button.

.' OneMNote File Edit View Insert Format Notebooks Tools Window Help

w © Class Notes
Insert Draw View
ol Cut - - —
iy ! Calibri |20 ~|i= v i= - Ay Heading 1 Tobe
Copy : » Important [ ]
Paste & Format B I U abe Xyv X v i = Heading 2 2 Question To Do

Figure 4 - Accessing The Backstage View through the File Button

2. You can do the following from the Backstage view.
a. New - Create new notebooks (See Figure 5).
b. Recent - Open a recently opened notebook (See Figure 5).
c. Open - Open existing notebooks (See Figure 5).

Microsoft OneNote

- )
y ¥
| |

Randall |

Silver Blue
b |
New
@ Yellow Green

Red Purple Name:

Where: | @ OneDrive - Kennesaw...

Cancel Create

Figure 5 - The Backstage View
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Creating a Notebook

You can create multiple notebooks. Within a notebook you can create multiple sections and multiple

pages to each section. The following shows how to create a blank notebook with sections and pages.

Notebook

Notebooks are like binders that store your information in a central location. Example notebooks can

be; School, Work, Personal, etc.

o ukwnN

Click the File button.

.' OneMNote File Edit View Insert Format Notebooks Tools Window Help

w ©® Class Notes

Insert Draw View

ol X C e —

LK f Cut Calibri w20 iz iz . Ay Heading 1 fobo
Capy i [ v Important »

Paste & Format B I U abe X;v & - i | == Heading 2 2 Question To Do

Figure 6 - File Tab

To create a new notebook, click New (See Figure 7).

Choose a notebook color (See Figure 7).

Type the Notebook Name (See Figure 7).

Choose where you would like to save the notebook (See Figure 7)
Click the Create button (See Figure 7).

Microsoft OneNote

Red Chalk

L
—

Blue

L
i

Green

i

Purple

Silver

Yellow

Red

Cyan

Name: | work - KSU

Where: lk B

| Cancel |

RS

Create

7. A Blank Notebook will open.

Figure 7 - New Notebook
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Section

Sections are the tabs in your notebook that create categories. Example sections for a Work notebook
can be; Meetings, Tasks, Agenda, etc.

Create a Section

1. Ina notebook, click the Create a New Section tab.

@ OneNote File Edit View

Insert Format MNotebooks Tools Window Help

Untitled Page
Insert Draw View

il £ Cut i - — — =

U—d = ' Calibri IR BRI H=REA == = A Heading 1 To Do
Copy B > ¢ Important >

Paste {f‘ Fa— B T U abe xz v | & v & || =~ Heading 2 ? Question To Do

D Work - KSU ~ New Section 1

(¥) Add Page =

Thursday, September 15, 2016 10:08 AM Untitled Page

Figure 8 - Create a New Section

2. Type a name for the section.

@ OneNote File Edit View Insert Format

Motebooks Tools Window Help

Untitled Page
Insert Draw View

il Cut I . = _

U—ﬂ . : Calibri L= = . = Ap Heading 1 To Da
Copy . » ¢ Important | ]

Paste & Format B I U abe Xyv & v A = Heading 2 9 Guestion To Do

[ Work- KSU +_ i sacions | [Tl +

(*) Add Page

Thursday, September 15, 2016 10:11 AM Untitled Page

Figure 9 - Type a Name for the Section

3. Press the Enter key on your keyboard to confirm the section name.
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Rename a Section
1. Right-click on a section name (See Figure 10).
2. Click Rename (See Figure 10).

# OneNote File Edit View Insert Format Notebooks Tools Window Help

Untitled Page

ol X p— —
- et Calibri ~|[20 |-|[i= |- i)~ Ay Heading 1 o oo
Copy E | 7 Important »
Paste <7 Format B I 5 & & = Heading 2 2 Question To Do
[} Work - KSU ~ . am ~
| Rename {2
Delete ./ () Add Page =
. Copy Link to Section
Thursday, September 15, 2016 10:08 A Untitled Page

Move Section To...
Copy Section To...

New Section #T
New Section Group

Section Color >
Password Protection »

Figure 10 - Rename a Section

3. Type a name for the section.

@ OneNote File Edit View Insert Format Notebooks Tools Window Help

Untitled Page

Draw View

ol Cut . = _

- i Calibri |20 +|[i= |+ i= ) Ap Heading 1 To Do
Copy E » v Important »

Paste 4? Fa— B T U abe xz v | & v & || =~ Heading 2 ? Question To Do

[} Work - KSU ~

Meetings |

(¥) Add Page

Thursday, September 15, 2016 10:08 AM Untitled Page

Figure 11 - Type a Name for the Section

4. Press the Enter key on your keyboard to confirm the section rename.
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Move a Section

1. Left-click and hold a section tab with your mouse.

&€ OneNote File Edit

View Insert Format Notebooks

Tools Window Help

Untitled Page
Draw View
il A Cut I - —  —

. Calibri w20 ~|i= ~ 1=~ Ay Heading 1 To Do .
U—tl Copy E | ¢ Important »
Paste & Format B I U abe X;v & v A = Heading 2 2 Question To Do

- Y
@ Work - KSU ~ | Tasks[}“ Meetings | +
(® Add Page —

Thursday, September 15, 2016 10:08 AM

Untitled Page

Figure 12 - Left-Click and Hold

2. While holding the section, drag the section left or right of the other sections.

@ OneNote File Edit

View Insert Format Notebooks

Tools Window Help

Untitled Page
Insert Draw View

. ¥ c ==
LR et Calibri ~|[20 |-|[iZ |- i)~ Ay Heading 1 fo oo
Copy : » Jr Important
Paste <7 Format B I U abe Xyv &~ & =~ Heading 2 2 Question To Do
- F
D wark KSU : III m :
() Add Page =

Thursday, September 15, 2016 10:08 AM

Untitled Page

Figure 13 - Move a Section

Page 11 of 25



3. When the section is where you want to place it, let go of the left-click on your mouse.

o OneNote File Edit View Insert Format Notebooks Tools Window Help

Untitled Page
Draw View

il X Ci _
LK e Calibri vl <= .= - Ay Heading 1 fo b
Copy »

B - > v Important
Paste U abe X X7 A
Q‘}’" Format B I Y = 7 o | N

Heading 2 ? Question ke
- l(
D work = KSU ¥ III MEEtings H -

Thursday, September 15, 2016 10:08 AM

(¥) Add Page

Untitled Page

Figure 14 - Let go of Left-Click

Delete a Section

1. Right-click on a section name (See Figure 15).
2. Click Delete (See Figure 15).

@ OneNote File Edit View Insert Format Notebooks Tools Window Help

Untitled Page
Insert Draw View

ol X Ci . — -
|—|~_J . Cht Calibri |20 v|[iE | = |~ '@ Heading 1 fo be
Copy s

. » ' Important
Paste B . A

$ Format
[ Work -KSU ~

- == Heading 2 P Question To Do

Rename
[ Delete {2 I’ (¥) Add Page

Copy Link to Section

Thursday, September 15, 2016

. Untitled Page
Move Section To...

Copy Section To...

New Section BT

New Section Group

Section Color 3

Password Protection >

Figure 15 - Delete a Section
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Pages

Pages hold the notes in your sections for your notebook. Example pages for the Meetings section in a
Work notebook can be; Group Meeting, Team Meeting, Department Meeting, etc.

Create a Page

1. Click on the section where you want to create a Page (See Figure 16).

2. Click on the Add Page button (See Figure 16).

@ OneNote File FEdit View Insert Format

Notebooks Tools

Untitled Page
Insert Draw View

Window Help

il X Cut _— .-— 1
= Calibri +l20 +|i= - 1= - Ay Heading 1 To Do .
U_tl Copy : : Important »
Paste {I'Format B T E . xzv A & | = Heading 2 ? Question Toe Do

@ Work - KSU ~ Meetings ] +
2 )@ Add Page =

Thursday, September 15, 2016

10:11 AM

Untitled Page

Figure 16 - Add a Page
Name a Page

1. Click on a page that you want to give a name (See Figure 17).
2. Click on the Page Title textbox (See Figure 17).

@ OneNote File Edit View Insert Format

Notebooks Tools
= © %)

Window Help

Untitled Page
Insert Draw View

il X Ci . — _
U—ﬂ . et Calibri |20 v||i= v i= - Ry Heading 1 fo Do
Copy . important | ]
Paste ‘Q‘«? R B TI U  abe Hpv &7 v A = Heading 2 ? Question To Do
‘ @ (®) Add Page ==
Thursday, September 15, 2016 10:11 AM

Untitled Page

Untitled Page

3. Type a name for the page.

Figure 17 - Select a Page
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Move a Page
1. Left-click and hold a page tab with your mouse (See Figure 18).
2. While holding the page, drag the page up or down of the other pages. You will see a blue line
showing where the page will be placed (See Figure 18).

@ OneNote File Edit View Insert Format Notebooks Tools Window Help
- © KD Department Meeting

Insert Draw View

il { o —_
EE e Calibri +|[20 -|i=|r iz~ 4 Heading 1 o 0o

Copy = » Important >
Paste <7 Format B I U abe Xyv &~ & =~ Heading 2 2 Question To Do

Department Meeting|

Thursday, September 15, 2016 10:11 AM ( 1 ) Department Meeting

(¥) Add Page ==

Group Meeting

@ﬁm Meeting
Department Meeting k

Figure 18 - Move a Page

3. When the page is where you want to place it, let go of the left-click on your mouse.

Delete a Page
1. Right-click on a page name (See Figure 19).
2. Click Delete (See Figure 19).

@ OneNote File Edit View Insert Format Notebooks Tools Window Help

w © e} Department Meeting
Insert Draw View
ol % Cut
I—I—tl T 1] Copy
Paste S . A x To Do

Department Meeting

Thursday, September 15, 2016 10:11 AM Group Meeting

(® Add Page ==

1 } Department Meeting

Rename
‘ 2 l Delete |
Cut £

Copy #C
Paste ®Y
Copy Link to Page
Move Page To... 4+ EM
Copy Page To... f+38C
New Page Below N #EN
New Subpage Below “C{r3N
Make Subpage w3 |
)

Figure 19 - Delete a Page
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Adding Content

With OneNote, you can add different types of content onto a page such as text, links, tags, screen

clippings, pictures, audio and video recordings, and drawings.

Text

Text can be added anywhere on the page. You can also change the formatting of the text.

Entering Text

1. Click the page where you want to enter text on (See Figure 20).

2. Left-click anywhere on the page (See Figure 20).
3. When you see a cursor flashing, type your text (See Figure 20).

View |Insert Format Notebooks Tools Window Help

@ OneNote File Edit

- [ad Ej 4 '({o TC 7o \\\jy—l'-“j
Table Picture PDF File Link Equation TD Date Time o D A <> I—x *714*

Printout Attachment

13 Work - KSU ~ ﬁ/ Meetings \"-. +

Audio
Recording

Tasks

Thursday, September 15, 2016

10:08 AM

I (3

(#) Add Page =2
= (1)

Figure 20 - Type Text

4. After you start typing, you will see a text placeholder.

Notebooks Tools Window Help

@ OneNote File Edit

View Insert Format

= © O
Draw View
D MR # S | T | ~sa110 | @
Table  Picture POF File Link  Equation [ Date Time onad Y'—x +# Audio
Printout Attachment : Recording
13 Work - KSU ~ ﬁ Meetings | +
(¥) Add Page ==n
Tasks
Thursday, September 15, 2016 10:08 AM Tasks

Check email
Pickup flyers
Contact Chris about team prcjecﬂ

Figure 21 - Text Placeholder
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Formatting Text

1. Select the text you wish to change the formatting for (See Figure 22).
2. Click the Home tab (See Figure 22).

3. Now make your formatting changes using the Basic Text or Styles group (See Figure 22).

OneNote File Edit View Insert Format Motebooks Tools Window Help

:o w © ) O

Insert Draw  View o

U‘gd . Xou Calibri noei= = “= | Ap Heading 1 To Do
1 Copy — [ 3 Important »
Paste & Format B I U ake Xpv &+ A+ = X Heading 2 2 GQuestion To Do
- ./7\.
=ao
() Add Page =:
Tasks
Thursday, September 15, 2016 10:08 AM Tasks

Contact Chris about team project

Figure 22 - Formatting Text
Tags

You can mark your notes with tags. Tags help you to make checklists, mark for follow up, and highlight.

Add Tags

1. Click on the beginning of a line where you want to place a tag (See Figure 23).
2. Click the Home tab (See Figure 23).

3. Now select the tag you wish to add from the Tags group (See Figure 23).

OneMNote File Edit View Insert Format Notebooks Tools Window Help
! o w © ) Tasks Q- a At
IEEEEN insert  Draw  View o O A

ol Cut - - = _
U—d - ! Calibri (1 | *||i= v i= |- = % Heading 1

To Do
Copy

) » Impartant
Paste &7 Format B I U e X, &+ A =- X Heading 2 2 Guestion To Do
D Work - KSU ~ ﬁ Meetings | +
Task (¥) Add Page ==n
dSKS

Tasks

Thursday, September 15, 2016 10:08 AM
Check email

‘ 1 , 4k
Pickup flyers

Contact Chris about team project

C0n

Figure 23 - Add a Tag
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Remove Tags

1. Right-click on the tag you want to remove (See Figure 24).
2. Click Remove Tag (See Figure 24).

@ OneNote File Edit View Insert Format Notebooks

Tools Window Help

w ® Yo}
Insert Draw View
il X Cl . — _
|—|~_| - Cut Calibri |1 || = = @ Heading 1 fo Do
Copy ) » 7 Important »
Paste <7 Format B I U abe X;v &+ A - = X Heading 2 9 Question To Do
- T
13 Work - KSU ~ Meetings | +
(¥) Add Page ==
Tasks
Thursday, September 15, 2016 10:08 AM Tasks
1 T 4k
Check email

[Pickuin fluers
[Remove Tag | 2 Jam project

Figure 24 - Remove Tag
File Attachment

Add files directly into OneNote so you don’t have to re-type information or link a document.
1. Click the Insert tab (See Figure 25).

2. Click the File Attachment button (See Figure 25).

& OneNote File Edit View Insert Format MNotebooks Tools

] l o ® Department Meeting
Home Insert Dra

Window Help

Dv D g:_ | ,:_j:, ’n TDEIB \\\_Ij‘jn .

Table  Picture PDF i Lnk  Equation [ Date Time oA yl—x 4= 4 Audio
Printouty Attachment : Recording
. (¥) Add Page =z
Department Meetlng|

Thursday, September 15, 2016 10:11 AM Group Meeting

Department Meeting

Tearn Meeting

Figure 25 - File Attachment
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3. From the File Attachment window, navigate to and select your file (See Figure 26).
4. Click the Insert button (See Figure 26).

oog
ooo ¥

Bl

Favorites

¢ iCloud Drive
¥ Applications
=] Desktop

@ Documents
o Downloads
E Movies

ﬂ Music

[iE0 Pictures

12} rdean21

Devices

= ksup14830mac

Shared
birch

= Downloads

a team_meeting_notes.pdf | o

~
L

J Q, Search

team_meeting_notes.pdf

Created
Modified
Last opened

Adobe PDF document -
Today, 9:27 AM

Today, 9:27 AM

Today, 9:27 AM

Add Tags...

5 KB

Images

Figure 26 - Select a File

Insert images from a pictures saved on your machine.

Pictures

1. Click the Insert tab (See Figure 27).
2. Click the Pictures button (See Figure 27).

@ OneNgte File

0-

Insert

Edit
(el

View Insert

Home Draw View

[ 1 faaYy
OB ¢ & =
Table Picture | PDF File Link Equation

Printout Attachment

SLOSNEY . &

| Tasks

Format

Notebooks Tools

Department Meeting

7 Date

_cg Date Time

Window Help

NNNT1TT90
ocnAaOL+*

Audio
Recording

Department Meeting‘

Thursday, September 15, 2016 10:11 AM

(¥) Add Page

Group Meeting

Department Meeting

Team Meeting

Figure 27 - Insert Picture

Page 18 of 25



3. From the Insert Picture window, navigate to the picture.
Click on the file to select it (See Figure 28).
b. Click the Insert button (See Figure 28).

a.

Bl

Favorites
¢ iCloud Drive
953{ Applications
[l Desktop
@ Documents
0 Downloads
H Movies
ﬂ Music
[E0 Pictures
12} rdean21

Devices

= ksup14830mac

Shared
birch

ooo

| = KSU Mountain Logo.png 6
|| Lightroom

[ Pictures =

-

Q, Search

M

TATE [JNIVERSITY \ o

KSU Mountain Logo.png

Created
Modified
Last opened
Dimensions

PMG image - 28 KB

May 26, 2016 at 8:47 AM
May 26, 2016 at 8:47 AM
May 26, 2016 at 8:47 AM
1132 = 256

Add Tags...

(b

Cancel Insert

Links

Figure 28 - Select Picture to Insert

Create website links in your page for quick access. You can also create links for sections or pages.

Typing a Website URL
1. Left-click anywhere on the page (See Figure 29).
2. When you see a cursor flashing, start typing the full website URL (See Figure 29).
Note: OneNote 2016 will detect a website URL and automatically create the hyperlink for you.

OneNote File Edit

View

Insert Format MNotebooks Tools Window Help

Department Meeting

Table

[=]1
& [}
=l

PDF

Picture File

Printout Attachment

7 Date

\NN\ATTI190
onAOL+#*

T

Equation

I:\. o/o

Link _CD Date Time

Audio
Recording

Department Meeting

Thursday, September 15, 2016

A

10:11 AM

(¥ Add Page

Group Meeting
Department Meeting

Team Meeting

Figure 29 - Typing a Website URL
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Hyperlinking Text
1. Highlight the text to create a link (See Figure 30).
2. Click the Insert tab (See Figure 30).
3. Click the Link button (See Figure 30).

@ OneNgte File Edit View Insert Format Notebooks Tools Window Help

Department Meeting

Home Insert Draw View
B & 8 @ || Tt 7o NNANTITI0 ®
Table Picture PDF File Link Equation ?9 Date Time o D ﬁ O s.I_I % % Audio
Printout Attachment . Recording
(¥) Add Page =2
Department Meeting
Thursday, September 15, 2016 10:11 AM

Group Meeting

Department Meeting
4F
OneNote

Team Meeting

Figure 30 - Highlight the Text to Create a Website Link

4. From the Link window, in the Address box type the website URL (See Figure 31).
5. Click the OK button (See Figure 31).

Link

Address: o

wWwhwL.onenote.com

Text to display:
OneNote

Cancel

Figure 31 - Link to a Website URL
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Recording Audio

OneNote gives you the capability to record audio directly into your notes while retaining the ability to
enter text.

Note: To record audio, you will need a microphone.

Record Audio

1. Click the page where you want to insert the recording (See Figure 32).
2. Click the Insert tab (See Figure 32).

3. Click the Audio Recording button (See Figure 32).

" OneNgte File Edit View Insert Format Notebooks Tools Window Help

o o @ "¢} Department Meeting
Home Insert Draw View o
= @W® @ @ T T~ [ \~11o |[e
Table Picture  PDF File Link Equation ?9 Date Time oA O |_ 4= == Audio
Printout Attachment . Recording
) (¥) Add Page ==
Department Meetlng‘

Thursday, September 15, 2016 10:11 AM Group Meeting

‘ 1 ' Department Meeting

Team Meeting

Figure 32 - Record Audio

4. It will start recording and open up the Audio tab (See Figure 33).
5. To stop the recording, press the Stop button (See Figure 33).

@ OneNote File Edit View Insg Format Notebooks Tools Window Help
° @ © o Department Meeting

Home Insert Draw View

|
Status evel 00:07 Back 15 F Add
Seconds £ Bookmark
[} Work-KSU~
(¥) Add Page =

Department Meeting

Thursday, September 15, 2016 10:11 AM Group Meeting
Department Meeting
Team Meeting
Audio 1

Audio recording started: 9:52 AM Friday, September 16, 2016

Figure 33 - Audio & Video Recording Tab
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6. Use the Playback buttons to listen to your recorded audio (See Figure 34).

@ OneNote File Edit View Insert

Format Motebooks Tools

Window Help
] w © Department Meeting
Home Insert Draw View

°
Status Level Record Stop Play Pause 00:00  00:07 Back 15 Forward 15 Add
Seconds Seconds Bookmark
(¥ Add Page ==
Department Meeting
Thursday, September 15, 2016 10:11 AM Group Meeting

Department Meeting

Team Meeting

i)

Audio 1
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Figure 34 - Audio & Video Playback Tab

Drawing

With the drawing tools, you can type, create digital ink by pen, marker, or highlighter, and erase.
1. From the Draw tab, you can use the following tools:

a. Text Mode - You can click anywhere on a page and type text (See Figure 35).

b. Lasso Select - Freely select by drawing around what you want to select (See Figure 35).

c. Eraser - Erase parts of an object or the entire object with Stroke Eraser (See Figure 35).

d. Pen, Marker, & Highlighter - Use the pen/marker to digitally write notes and the highlighter
to highlight important text (See Figure 35).

e. Ink Color & Thicknes - You can change the Ink Color & Thickness for the pen, marker, &
highlighter (See Figure 35).
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Figure 35 - Draw Tab
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Deleted Notes

1. Click the View tab (See Figure 36).
2. Click the Deleted Notes button (See Figure 36).
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Figure 36 - Notebook Recycle Bin

3. Inthe Deleted Notes, right-click on the section or page (See Figure 37) and you can do the
following:
a. Delete Permanently - Permanently remove the section or page (See Figure 37).
b. Restore To - Restore the section or page from the recycle bin back to the notebook
(See Figure 37).

Note: Items are permanently deleted after 60 days. Right-click a page or section to move it out of the
Recycle Bin.
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Figure 37 - Remove or Restore a Section or Page
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Searching

Use OneNote’s built in search feature to search for any open notebooks, sections, or pages.

1. From anywhere in OneNote you can find the search field in the top right corner (See Figure 38).
2. To change the search criteria, click on the Search drop-down arrow (See Figure 38).
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Figure 38 - Search Field

3. Select how you want to search OneNote.
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Figure 39 - Select Search Criteria

4. Click in the Search Field and start typing what you want to search for.
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Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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