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Session Objectives

To demonstrate how to create a new Notebook

To demonstrate how to create sections and pages

To demonstrate how to organise data in a Notebook

To demonstrate how to share a notebook with coworkers
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"P "T What Is OneNote?

)  What itisn't:
— It's not good at creating word documents
— It's not good at creating content to be printed
— It's not good at complicated tables with formulas

> So what is it good for?
— Collecting thought and ideas
— Tracking progress
— Collecting and classifying information

———



https://youtu.be/HEy6swFl-Jo
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A word on..... File structure

Folder File Paragraph
OneNote

Notebook Sections Pages
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Demonstration: e Onie

Create a Notebook

Add sections A v B =N &

Add pages to sections T Selno vests gl e

Add content Tags  Spelling = Meetings Files Hinkks

— Tags, Pictures, Files, To Do Lists, Screen Clips, Links

OneNote Online

— Stickers F

Share with a coworker Forms
Forms
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In groups.....

List the information you will need to collect for one of the following scenario’s:

» 1 - 0Organise a catering event
) 2 —Team meetings — take minutes, share with the team
» 3 —0rganise atrip
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In groups....

) In order to complete your group scenario:
— Create a Notebook
— Share with people in your group
— Start adding content
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Session Objectives

Be able to create a new Notebook

Be able to create sections and pages

Be able to organise data in a Notebook

Be able to share a notebook with coworkers
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Please take 5 minutes to complete the session feedback: INSPIRING, TRANSFORMING, ENRICHING.
http://tinyurl.com/SDEvaluation

Any questions?



http://tinyurl.com/SDEvaluation

