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WHY ONENOTE?

Drivers of change
» Project-based learning
* Online learning
* Higher workload

» Greater diversity of workload
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WHY ONENOTE?

Drivers of change
 Project-based learning
* Online learning
e Higher workload

* Multitasking overload

> 80% of year working on projects
25 - 30 students per class
How do | provide timely feedback?

Lessons needed more structure
Progress needed to be visible
Quick access to learning materials

Increasing workload in all areas
Needed more efficient work-flow

Teaching, leadership role,
extracurricular groups.....



1. SETTING UP CLASS NOTEBOOK

e OneNote _Th ree Options B Office 365 Yol
o Office 365 online Good o it
i - B
OneNote 2016 - Desktop app + & e a2 ® @
Y More advanced Start new Outlook OneDrive Word Excel PowerPoint OneNote
e OneNote for Windows 10 NG -

e More accessible



1. SETTING UP CLASS NOTEBOOK

e Office.com/landing, sign into + & e @ & $
your account. Start new Outlook OneDrive Word Excel PowerPoint Onehc¢
» Select Class Notebook —
All apps

» Create/ update Notebooks

° SG'GCt Create d class notebook Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom




1. SETTING UP CLASS NOTEBOOK

e Type in name of book.
v 1 AddNotehook Name (© What's the name of your class?
* Add teacher names to share ) Notebook Ovenvi

This will be the name of your class notebook

F le, Bial 3 period 2
reSOUFCeS 3 Add Another Teacher of exampre, Bielogy = perie

e Add individual student names

Add Notebook Mame @

Now, what are your students' names?

2 Notebook Overview Type or paste your students' names (separated by semicolon) to add tt

Enter names, email addresses or groups...

3 Add Another Teacher

Add Student Names




1. SETTING UP CLASS NOTEBOOK

e Design private spaces - remove

These sections will be created in

3 Add Another Teacher

the sections that you will not s e I Hancous
. . - N ) I Class Notes
need and add in new sections. esion Prvate Spaces ¢ Homenork
g Clle DOne 6 Preview _L' iuizze_e.s

» Class Notebook will open online.

CneMote Adele Hudson « 10F Scence 523

» Select on Openin app

File Home Insert Draw View Help Class Motebook

Open in app

v P~ |cairiight ~[20 «| B I U &£~ A~ ¥ A

— 10F Science 523 g
|We|ccj m

e to Physic
Welcome to PhysChem Wiglcome to Physics and .. 2020 4-10 P




1. SETTING UP CLASS NOTEBOOK

Organisation of Class Notebooks

Home Insert Draw View

e All Class Notebooks are accessible S
from one menu.

bt

I\ & nNotebooks ~

}:ﬁ B: Adele @ Aitken College
@ E"u Unit 34 Chemistry

B 10B Science S1

[[L 10F Science 52a

E"u Unit 12 Physics

¥ 10A Science 52




. SETTING UP CLASS NOTEBOOK

raw View Help

Organlsatlon of Class Notebook pages
%] | | Segoeul 18 B I

* Welcome page

.. 10F Science 52a ~

» Collaboration space

2 I Welcome to PhysChe... Getting started with the Teacher-Om_
° CO ﬂte ﬂt | | b ra I’y @ ' Biomechanics Investi... 11. Client Interview Transcript
i Te acC h er on |y ' Activities and Expert...
® Student pages ' Lesson Timeline

» _Collaboration Space
> _Content Library
~w _Teacher Only

l Using the Teacher...

Lesson Timeline




. SETTING UP CLASS NOTEBOOK

Organlsatlon of Class Notebook pages
* Welcome page

Collaboration space

Use as class blog, class photos
. ¢ Insert Sections for current projects
and tasks, Lesson Timeline

St

raw
E segoe Ul

.. 10F Science 52a ~

I Welcome to PhysChe...

' Biomechanics Investi...

' Activities and Experi...
' Lesson Timeline

» _Collaboration Space
> _Content Library
~w _Teacher Only

l Using the Teacher...

Lesson Timeline

teaching ...

View Help

18 B I

Getting started with the Teacher-Oni,

11. Client Interview Transcript




. SETTING UP CLASS NOTEBOOK

Organlsatlon of Class Notebook pages

e Collaboration space

e Shared space where
students can collaborate

» Great for group work: Can
create sections for each

group to view and edit.
(Click here)

raw
E segoe Ul

.. 10F Science 52a ~

I Welcome to PhysChe...

' Biomechanics Investi...

' Activities and Experi...
' Lesson Timeline

» _Collaboration Space
> _Content Library
~w _Teacher Only

I Using the Teacher...

Lesson Timeline

teaching ...

View Help

18 B I

Getting started with the Teacher-Oni,

11. Client Interview Transcript



https://support.microsoft.com/en-us/office/give-student-groups-separate-permissions-in-the-collaboration-space-a87b4fd0-72e2-486f-a978-cdbb78822b30?ui=en-us&rs=en-us&ad=us

. SETTING UP CLASS NOTEBOOK

Organlsatlon of Class Notebook pages

* Welcome page

« Content library
» Teacher only

» Archive projects
e Course documents

raw
E segoe Ul

.. 10F Science 52a ~

I Welcome to PhysChe...

' Biomechanics Investi...

' Activities and Experi...
' Lesson Timeline

» _Collaboration Space
v _Content Library
~w _Teacher Only

l Using the Teacher...

Lesson Timeline

teaching ...

View

Help

18 B I

Getting started with the Teacher-Om_

11. Client Interview Transcript




. SETTING UP CLASS NOTEBOOK

. Organlsatlon of Class Notebook pages

* Welcome page

o Content library

» Teacher only

e Ctiidant naneac

e Only teachers can access

» Store projects under
development, assessment
tasks.

raw
E segoe Ul

.. 10F Science 52a ~

I Welcome to PhysChe...

' Biomechanics Investi...

' Activities and Experi...
' Lesson Timeline

» _Collaboration Space
> _Content Library
~w _Teacher Only

l Using the Teacher...

Lesson Timeline

teaching ...

View

Help

18 B I

Getting started with the Teacher-Om_

11. Client Interview Transcript




. SETTING UP CLASS NOTEBOOK

Organlsatlon of Class Notebook pages aw View el
E Segoe Ul 18 B I
* Welcome page

.. 10F Science 52a ~

2 I Welcome to PhysChe... Getting started with the Teacher-Om_
. .
CO N te nt | | b ra ry @ ' Biomechanics Investi... 11. Client Interview Transcript
' Activities and Experi...
® Student pages ' Lesson Timeline

» _Collaboration Space

> _Content Library

* Individual student pages v _Teacher Only
 Distribute pages to each | using the Teacher..
student for them to work on ¥ Lesson Timeline




2. SECTIONS, PAGES, POPULATING

Comparison between OneNote and File Explorer

Sections

e Folders

Pages

e Documents

L Calibri Light

[\ E.u Unit 34 Chemistry

p l Exams

@ ' CLASS TASKS
' Class exercises
l Class MNotes
l Quizzes

20 B 1

|C

Ch 1 Fuels

Ch 2a Energy from fuels

Ch 2b Energy from fuels

Ch 2c Measuring energy change

Ch 3 Gases and stoichiometry

v @ Onelrive - Aitken College

Class Motebooks
ChckView

Customn Office Templates
Desktop



2. SECTIONS, PAGES, POPULATING

Comparison between OneNote and File Explorer
&

Sections
e Folders

Pages

e Documents

-

=

hY

] Calibn Light 20 B 1

|C

[\ F:U Unit 34 Chemistry

Jo

/R R

v @ OneDrive - Aitken 20 'ene

@
7 @
@
@

Class Motebooks
ClickView

Custom Office Ternplates
Desktop

DYMO Label

Exams Ch 1 Fuels

CLASS TASKS Ch 2a Energy from fuels

Class exercises Ch 2b Energy from fuels

Class MNotes Ch 2c Measuring energy change
Quizzes Ch 3 Gases and stoichiometry

B34 Calendar2

@ Calendar3

Calendard

E Planner administraticn

@ Planner hyperlinks

@ Planner template 2 week cycle
@ Planner template calendar 2 page
@ Planner template calendar



2. SECTIONS, PAGES, POPULATING

Comparison between OneNote and File Explorer

S Lalibn Light 20 B 1 U
SeCt|OnS LY E.U Unit 34 Chemistry
* FO | d ers }',] l Exams Ch 1 Fuels
Pag es © ' CLASS TASKS Ch 2a Energy from fuels
° DOCU me I’]’ES ' Class exercises Ch 2b Energy from fuels
l Class MNotes Ch 2c Measuring energy change
Advantages of OneNote | N
I Quizzes Ch 3 Gases and stoichiometry
. . = B4 Calendar2
o Flles acceSSIble to StUdentS v @ OneDrive - Aitken College @Calendar%
@ Class MNotebooks Calendard
ClickView Planner administraticn

. f habl E
Contents of pages searchable | & Planner hyperlinks
@ Custormn Office Templates
@ Planner template 2 week cycle

@ Desktop @Plannertemplatecalendar?_page
]

DYMO Label @ Planner template calendar



2. SECTIONS, PAGES, POPULATING

Setting up pages o[ @ | Heading1
Styles
e Consistent format s 1
e Heading styles Hending 2
:: Heading 3
"t Heading 4
o Heading 5
Heading &6
= Page Title
zlec
:::: Quot
Code

v|.!



2. SECTIONS, PAGES, POPULATING

Setting Uup pages 10. Energy Transformations
Monday, 17 August 2020 10:01 PM

e« Consistent format

° Heading Styles Introduction

Energy is continually being transformed from one type of energy to another.

e Colour coded textboxes

Kinetic Energy is the energy that a moving object has.

b Key terms - bl ue If a car is moving, it has kinetic energy. If a car is moving faster, it has more kinetic energy
' ' ' Potential E is stored _
e Students insert information - otential Energy s stored energy
yel |OW One type of potential energy is gravitational potential energy. This is the energy an objeci

If you increase an objects height, its gravitational potential energy increases.

* Insert web page links and videos

Energy is conserved

Energy Skate Park Challenge

Level 1: Make your skater have the highest kinetic energy!!

Game Instructions: Open Phet Energy Skate Park (Click here)




2. SECTIONS, PAGES, POPULATING
Populate pages

BIUZvA-vizviz

4 Ch 17 The Energy content of food % cut

Text Editable document T 3 com

»  the comparison of energy values of carbohydrates, proteins and fats a |_ﬂ'|f| Paste Options:
»  glucose as the primary energy source, including a balanced thermoche

o O p e n \/\/O rd d O C u m e n't »  the principles of calorimetry; solution and bomb calorimetry, including E% @ E"_> ['% H dc

effects of heat loss; and analysis of temperature-time graphs obtainec

Expand/Collapse >
» Select all, copy and paste into page L A o
Reactions can be exothermic or endothermic where =4 Paragraph...
Adva ntages AH = Hproducts — Hreactants & Block Authors
. . S Smart Lookup
Content is searchable and editable Thermochemical Equations Sunonyms >

A thermochemical equation shows the amount of heat produc
;% Translate
Example: Octane is a major component of petrol

Disadvantages @ i >

CaHa (g) + 12%0,(g) = 8CO:(g) + 5SH:O (g) AH:
tj Mew Comment
This means

Formatting required, e.g. tables

I



2. SECTIONS, PAGES,

Populate pages

Non-editable document

« Make new page in OneNote

« Select Printout from menu ribbon

« Select file from the File explorer pop up
* OneNote will insert PDF printout
Advantages

Quick and no changes to formatting
Disadvantages

Cannot edit text

Can double click to type over image or set picture as

backgrouna

POPULATING

Home Insert Draw Insert Printout from PDE ' MNotebook

L (Y B Table [ file  [7 Printout Pictures g On

‘ In F’u Unit 12 Physics ~ =

Jo ' Course Documents 2.5 Mass and Weight

— ' rouse trap Car Inves... 8.4 and 8.5 Experiment




2. SECTIONS, PAGES, POPULATING

Set Picture as background R — o 1| s e o= sccterstin

Pushing a wheelbarrow
wheslbarrow.

I “E : ‘onawall, the w
Save As :zjl:z f anE:q ¢ Picture pulls a falling ro:

d R I g ht Cl | C |<, Se | e Ct p I Ctu re New Delete 2T s Alt Text Set Picture as Background

r actic Calcul: )
. New COPY Link to Paragraph | ol or the fo Set Picture as Background
 Select Set picture as Background . , con 3] Keyboard Resize —
. Mea: Picture , B M Keyboard Move
Y C -t Write ingt 1280 MEE5 o —m o vcee e emyeme e e dO25 nOE have ar
an type over image

» Provides many page design options




i Mousetrap Car

ntroduction

Investigation

Your objective is to design and build 2 mouse trap car that will travel the greatest distance.

! S E ‘ I I o Thers sz
(] = The car that that tra

my

W'D eWards:

£ greatest Cistancs
of the car.

= The team that makes the most improvemsent in the baszeli

Set Picture as back o

You will b= work in a team of two and will be allocated a basic mousetrap car. You will need to
determine the bassline data for this car and then use your understanding of the mechanical
advantage, energy and torgue to improve the design.

Right click, selec

The bazeline data will be collected ove ons after which the car will be redesigned
snd new mezsurements taksn. You will then submit 2 summary of your data and a condusion

Select Set piCtUﬁ nstructions

1. <Collsct bassling data for the mousstrap car during experiments 4 — 3. Insert the reguirsg
nformation into the summarny table.

sure the pulling distance snd mechanical advantags

Ca n typ e Ove r | rr ; hteasure the static and kinetic friction force.
C. Wessure the torgus and potentizl ensrgy of the spring. -

Z. Design three imorovements for the car. Predict the effect of these improvements o
. Justify your predictions with theory induding in text citations.
® P rOV | d e S m a n y p | 3. Collect data for modified car. Explain the changes that were observed. Justify with theory Rubric
4. Complete the discussion grid. submit for the summary table and discussion grid for

explains how modifications | decusses implications ol key
improve quality of resulls indings

J55255MEent.

Project Timeline

wses observalions Lo | summarise ustilies eliect of miakes recommendations
Lesssain 1 Codlect data on the pulling distance and mechanical advantage ALY I i ard icheritifies mudifications using theary
Lessigain 2 Coanplete anabygsis of pulling distance and mechanical advantage investigalion Lrends wilh in-text cilations

Lessan 3 Calculate Lhe static and kinetic friction larce
identifies observations | semmarises resulls | explains how modifications | identifies limitations of key
that infleence the improve desgn indings
resulls

atic and kinetic Mriction loroe

thysis ol

Drestenir the: Lorgue and polent

lenergy al the spring

Dresign three improvemenls that yo

i grid - pag

will miaske o car and justify wilh theory

|Surnmary and reconds observalions lists resulls identilies madifications summarises key indings
Lessan 7 Madification Day — make improvemenls o car.

Competition day Compete against ather Mouse rap cars.

a . Makes observations Reparts results Modifies method Makes conclusions
arl Co

Le cl madilied car data and

crmpdete summany lable and




3. DISTRIBUTING & REVIEWING WORK

Distributing a new project to student OneNote

folders =
Home Distribgtelag otebook
® Select Class NotebOOk L] DistributfiPage = Distribute New Section  [[3 @bpyto ContentLibrary [} Review
e Select Distribute New Section ‘ i ol T 2R
/O ' Course Documents 8.4 Vector components Friday,
e Name the new section and select Distribute
Things to note I Distribute New Section >
* This will insert the Section tab into student's Name the new section you want to distribute

to each student

OneNote folders.

n, | New Section

* The pages will need to be distributed
separately




3. DISTRIBUTING & REVIEWING WORK
Distributing pages to student OneNote folders

+ Select page to distribute
Home Distribute Page gy View Help Class Notebook

L S e e Ct C | a SS N Ote b O O k l_}j Distribute Page EL Distribute Mew Section E@ Copy to Content Library @, Review

 Select Distribute page ‘l“ I unit 12 Physics - F 2. Re
e ' FrET B e 8.4 Vector components Fridzy, 2

Things to note

» Usually takes 5 minutes to distribute when
students are at home.

 Distribute one page at a time to highlight daily
tasks.




3. DISTRIBUTING & REVIEWING WORK

Reviewing student work brnZ Kanework
e Select Class Notebook
e Select Review Student Work

Sunday, 26 July 2020 736 PM

e Select section to review

e Select page to review
Things to note
o If running slow can use Online version

* Quick way to provide feedback and check
student progress on projects and homework




4 ° D I G I I A L Timetable Tip: How to ingart an sxosl table
P L A N N E R Panod MON 1 TLES 2 WED3 THURS 4 RIS MONS TS 7 WEDZ THURE 3 Rl D

1
:
FRELS WEL R 2m WERA5 23 WEM 4830 :
9.0 1F 5 Dty of f HAS 13Ches 51 1IPhWS53  Dayoff MAS IF = :
I
. 1nm 11Phy5 53 HAS 10FS OFS  1hess Ixhe3sl  1IPhSS  1Che3sl !
« Embedded dynamic — !
]
. 113 13he3 51 1Hhe3sl | 1FS 10F31 11PHy553 108 5135 |
excel timetable !
) 12m 12che3 1 1Py 53 1Phys53 :
e Searchable To Do lists S s s ;
210 11ys s | LLPRY Mg D5ME 13k l
HR3.10 jl
Tasks
To do In progress Done
[]42Chem - PawarBl MTA []sTav - finish survay [ HOF Wirdmill
Dﬂnﬁﬂnln planner resouros DHDF - amail ra IP D? Saience - CHE, TAE
[] Atlag - 42Cham, 103 cianas, [ JHOF - calandar svant nest year [+] & Soimnce - SHS, GRC, HAD
11Phye []3TaY - STEM presentations [] 9 Boience - HAD, JAS, ELK
[ |HOF- CRH enviranment farms [ HOF- Windmill []10 Saience - ADH
[[]12Cheam - RICE Skill seasion [+]14 Chamistry- CRH, ELK
[J12Cham- Conaftima graghs [[]44 Biclagy - J&3
[[J12Cham-Ratsitime graphs [[]44 Physics - A0H, CHI
[J42Cham-Galv, Elect, Fuel azll [+] 41 Paychology - HAD

[J12Chem-Complex redosx KOHES || [ |42 Chemistry - ADH

[[J12Cham- LisaGham W4 Taat 2 [+]12 Biolagy- TAE, SHS

SA O bi, it [«] 12 Physios - KMF
[ = o T i - e S




13Chem I 11[Zheml 105ciF I I 12Chem I llﬂhem' 105ciF I

TirrlE‘h:lbl-l!: Tip: How to incart an eaxosl able Cﬂ Ie‘"dﬂr
I
Panod MON1  TIESZ  WED3  THURG4 [ MONG  TIEST  WEDS THURS 3 MmO ! < 2 Aitken Staff Calendar
YERS 2T m: | I
HAS  1HeSS1 1PESS  Depaff WA - ! l = 2 September
I MON TUES WED THUR FRID SAT
o TS [F5 o e LI . Y
RECESE11M | c : article dus
wos  oos[BEN [ s |
7 3 1 10 11 12
L3 = P53 WPhySS3 ! < 3
L MLL I c 3
I
0 L - - i ! I 14 15 18 T 13 Windmill dus | 18
FRZ10 1
Tasks [ = | >
To do In progress Done c 2 = 2 2 24 25 28
[]42Chem - PawsrEl MTA [(]3TAY - finish survey [ HOF Windmill T | = . 28 20
[] on=tots planner rasource [[JHOF - amail r= 1P []7 Sci=nce - CHE, TAE |
[] atlas - 42Cham, 105 cisnas, [[JHOF - calendar svant next year [+] & Saiznce - SHS, GRC, HAD = =
11Phye []=TAY - STEM presentations [#]2 Szizncs - HAD, JAS, ELK I
[ |HOF- CRH emviranmentforme | —yoe w0y []40 Baience - ADH C 2 Assessment Files
[[]42Chem - RICE Skill seasion [+]44 Chemistry- CRH. ELK I Daily Nokes
[[J12Cchem- Conattime graghs []41 Biology - 443 c ; 105ciF 42Chamistry 11Physios HOF
[[J12Chem-Rateitime graphs ["]41 Physios - ADH, CHI Upload individual t=sts ta Complete gkill sessions | Cheok ressarch guestions  Email staff re Windmill
[]12Chem-Galv, Elect, Fusl ozl [F]41 Paychalogy - HAD LR
[]42cH Complex radax KOHES [ ]42 Chemistry - ADH ‘ I a Upload revigion tast VCASR 2048 analysis 1. :T_;i::;r;ﬁfh:l::n 1. in;::lindmll
Chaak E0I Mark ZAC 2. Openbreakout reomes | 2. Y5 7 Chamistry plan
DlY ‘ a |endar 1. Sand task with test 1. Disouss skill sessions 3. Check in an students
2. Open Zoom 2. Opan breakout rooms

Daily Notes

Links to commonly used websites and files

3. Students ask questions

3. Popinto ges GT.KM




12Chem I 11Cheml 105ciF ' '

Year 11 Physics Planner

Calendar
Weskl wesk 1 Wwesk1 wesk2 Wesk2 Wesk 2 Wesk 2
D1/P2 53 D3,/P5 55 D5,/P4 53 D&,/P153 DB/F3 53 DB,/P4 3 O0e/P2 52
Man 13/07 Wed 15/07 FAi7 /07 Maon 20/07 wed 22/07 wed 22,07 Thu 23,07
Moclass Intro Mouse E.1/B.25calar E3/B. 4vector |PrAC2 E.5 Mazzand
trap Inv E: Vectors components  |Complete weight
Pracl graphand
Distance calculate
coefficient
Wesk 3 wiesk 3 week 3 week 4 Wweskd Wesk 4 Wask 4
Di1/P3s1 D3/P5 55 D5 /P4 53 D5/P153 DE/P3 53 DE/Pd4 =3 Ce/P2 53
Man 27/07 wied 259/07 Fa31 /07 Mon 3/08 Wed 5/08 Wed 5,/08 Thu &/08
s.1/9.2 Prac 3 Intro %.3Graphs Prac3intro 9.4 Motion 8.5 Vertical Summary B
Dizplacement, (111 Torgue B 111 Torque B |equations mation analysiz Grid-
speed, velodty |spang spring SUVAT design 3 mod
constant constant
Wesk s wesk 5 Wweek 5 week s Wwesk s Waesk g Wesk 5
D1/P3IE1 D3/P5 55 05 /P4 53 D5/P153 DE/P3 53 OE/fd4 53 =R
Maon 10/08 wed 12/08 Fril4 /08 Mon 17/08 wed 19/08 wed 19,08 Thu 20/08
101, Newton's | Make 10.2 Newton's [10.3 Newton's (12.1,1232 Revison Revizion
1=t Llaw maedifications  |2nd Law Jrd Law Enerzy, work B
power
Wesk T wesk 7 Wesk T wesk B wesk E Wesk B Wesk B

m O 6 6 6 6 66 M 606 66 6 066

w2 W s W e W =8 W W

Homework

m
ks
1
]
ba
4
-]
-
4

Sludenl mames IL

[l Wl N e W e T T T e N T
[l Wl N el e el el T T e N e
HHnl—tl—tl—tl—tl—tl—tl—tl—t:;-l—tlT
HHnl—tl—tl—tl—tl—tl—tl—tl—t:;-l—tlT
]
n
HGOI—‘I—‘I—‘I—‘I—‘I—‘GI—‘GI—"T
= =1 =0 N =0 Nl Ul o L = T =
bl:;-bl—ll—ll—ll—ll—lbl:;-l—ll::-l—llT

Assessment

e Embedded excel tables to track
student homework & lesson planner.

e Links to files for assessment tasks
> |

YU YV VUV Y YUY e L L e




‘ll\ . Adele @ Aitken College
4. DIGITAL o T ——
PLANNER o | v ‘

@

N

o

e ¢ ‘ EH mable ) File [ Printout [ad Pictures Eg C

label Planner
I\ & Adele @ Aitken College ~

« Create a new page and label Calendar

Archive < {3

c ]3

Planner design [ vunoszsuc T
. |

* The planner background was created in T — g
l

. [ 2 = ]

word using the shapes tool and saved . },

) c .3

as a picture. ¢ {;

(= ]

e Create a new section in OneNote and Home  jnsert  Draw  View  Help  Class Notebaok c }3

[ = 3

[ = 13

C-I ?

[ = |3

(= {9

/O l Planner Calendar
e
@ Brilmas 12 Chemistry / \
—|— Add section



Home Insert Draw View Help

4 D I G I TA L Z;" QN TETHME @J File D Printout
P L A N N E R Y %Mele@ﬂitkencmlege W

}j l Planner Calendar

@ Brilmos 12 Chemistry

Insert planner background image

e SelectInsert and select Pictures

» Select From File, navigate to image and < | Picture

. . Rotate Right 90°
select Open to insert image
Rotate Left 90°

* Resize the image so typed text is correct size Flip Horizontal

» Right click on image, select Picture and then Flip Vertical

select picture as background




4. DIGITAL
PLANNER

Making To do notes

Select Insert and select Table

Highlight 3 x 1 Table

Insert table under headings, To do, In progress
& Done

Resize columns to fit headings

Insert 1 x 1 table inside each column and
resize to fit.

Create new row by pressing both Ctrl Enter on
keyboard

Create check box by pressing Ctrl 1

|
Home Insert Draw View Help Class Motebook

) () |Ed mble [ file [ Pprintout [ad Pictures [Egl Online

3 x 1 Table 5

Tasks
To do In progress Done

[ ] Things to do

\“_



ADHTT - Saved -

File Home Page Layout Formulas Data Review View Developer Hel}

4. DIGITAL B BE] 5 sewe 0| 7 255 g
PY v b v R
PivotTable Recommenddll Table [ lllustrations My Add-ins ~ [ Recommended = Maps

PLANNER el—] e
Tables Add-ins Charts

Embedding dynamic excel tables Mo o) s | perio
e Only available in OneNote 2016

| | | H | 1 | J ] K | L
TUEST WED8®  THURSAH FRITO

5] E F G
TUES Z WED 3 THURS 4 FRIS 0N &

E
1 Period MO 1

» Create table in an excel spreadsheet. Highlight
cells
» SelectInsert and select Table

 |f yourtable has headings, select My Table has

headers

e To turn off filters, select Data and unselect Filters. E Review  View  Developer  Help ~ ACROBAT  PowerPivot  Ta

N

- ies & Connections
5 i g\g
Properties -

.
zsh Stocks Geography
v [2 Edit Links E
Cueries & Connedtions Data Types Sort & Filter



4. DIGITAL x Tabe edgn

PLANNER E —_— e
Embedding dynamic excel tables S

e Toremove inbuilt formatting, Select Table Design

. . |

and scroll to table with no formatting. fle  Home Insert

. . . Table Mame: Sumi

e Rename table in in Table Design under Table name =

E Resize Table {E Com

Properties

Al B




4 I I T L Draw History Review View Insert File %
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P L A N N E R File File Spreadsheet Screen Pictures O - D: Attach File 1
Printout Attachmé Clipping Pis — -
Files Images :
Embedding dynamic excel tables g |
e Close excel spreadsheet with Table.
| Insert a Chart or Table
« Open OneNote 2016.
creen  Hictures Lnline nline Link - "_-'
ITa]stlals! Pirtures | Video |
 Select Insert and select Spreadsheet and s
Existing Excel Spreadsheet — .
» Navigate to spreadsheet and select Insert. o 1 ooy Eveting
» Select Insert Spreadsheet @ Copy
Copy Text from Picture | .

« Right click on spreadsheet and Select What

| ﬁfl Faste Options:

to Display. Unselect Display Everything and (&
Sheet 1 and select Sheet 1 Timetable.
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: : ] i 1 m
» Drag the excel icon out of sight. ° | R

» Resize spreadsheet by finding arrows in

bottom right corner.
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4. DIGITAL

Versions of OneNote
P L A N N E R There are two versions currently available of the OneNote desktop app
OneMote 2016 and OneNote for Windows 10 -both have similar resources

1 1 Helpful shortcut keys and tips when using this planner
O rg anise yo ur | Ife — Toinsert a new line in a table without moving to the next row
) ) . Windows :Alt Enter
i Keep pFOJeCt ideas in one Page iPad: Shift Return
. — To click on a hyperlink
* meetl ng notes Ctrl Left mouse click
: — To add To do tag
* emal |S Windows: Ctrl 1
e brainstorm —» To create a bulleted list
Windows: Ctrl . (period)
» work in progress - To add link to a website
Copy the website url address

° Store templates fOI’ Commonly USGCI emails Ctrl K and paste the ur) into the second box called "address"

=3 Toinsert a row into table

» Store instructions for logging onto websites Ctrl Enter

— To insert another column into a table

» Store shortcuts for applications Select first cell and press TAB

_ \\“_
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I\ B Adele @ Aitken College v -
Brilmos

/C:- l Flanner Pocket Lab Voyager - sets
« Don'tlose another brilliantidea or ' - - P
@ rimos urning survey ITo | rapnics
beautiful moment again. Store them as T o curfaces covid virue load
Brilmos. -

» OneNote is cross platform and can be
loaded on all devices so new ideas can be

stored anywhere and at anytime.



5. SHORTCUTS

Websites with shortcut keys for OneNote
« Complete guide of shortcut keys for all

platforms. Click here

» Shortcut keys for Macs. Click here

» Shortcut keys for Windows. Click here

» Tips for using OneNote on an iPad

OneNote for iPad Tutorial - With Tips and

Tricks

Task

Windows shortcut

To insert a row into table

To insert a new line in a
table without moving to
the next row

To click on hyperlink
To add to do tag
Create bulleted list

Add link to website or
another OneNote page

Insert another column
into table

/oom in or out

Ctrl Enter

Laptop: Alt Enter
iPad: Shift Return

Ctrl Left mouse click
Ctrl 1
Ctrl . (period)

Copy url or page link
Ctrl Kand paste

Select first table cell and
press TAB

Alt Ctrl Shift + (plus)
Alt Ctrl Shift - (negative)

_‘


https://support.microsoft.com/en-us/office/keyboard-shortcuts-in-onenote-44b8b3f4-c274-4bcc-a089-e80fdcc87950?ocmsassetid=ha102749248&correlationid=54ba9928-0665-43d6-b54e-32f50a8ad54c&ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/keyboard-shortcuts-in-onenote-for-mac-20fa1619-0f1c-4f83-a3cc-41e12b366f2f
https://www.microsoft.com/en-us/microsoft-365/blog/2013/10/16/save-time-with-desktop-shortcuts-in-onenote/
https://www.youtube.com/watch?v=Ozk7XneV5Jc

FLEXIBLE LEARNING
WITH ONENOTE

ADELE HUDSON, AITKEN COLLEGE
FIND RESOURCES:

www.edudesign.com.au
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