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Why OneNote?

1. Setting up class notebook

2. Sections, pages and populating

3. Distributing pages and reviewing student work

4. Digital planner with embedded excel tables

5. My favorite shortcut tips

PowerPoint can be found www.edudesign.com.au
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W H Y  O N E N O T E ?
Drivers of change

• Project-based learning

• Online learning

• Higher workload

• Multitasking overload

• > 80% of year working on projects
• 25 – 30 students per class 
• How do I 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 .  S E T T I N G  U P  C L A S S  N O T E B O O K

• OneNote –Three options

• Office 365 online

• OneNote 2016 - Desktop app 

• More advanced

• OneNote for Windows 10

• More accessible



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K

• Office.com/landing, sign into 
your account.

• Select Class Notebook

• Create/ update Notebooks

• Select Create a class notebook



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K

• Type in name of book.

• Add teacher names to share 
resources.

• Add individual student names



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K
• Design private spaces – remove 

the sections that you will not 
need and add in new sections.

• Click Done

• Class Notebook will open online.

• Select on Open in app



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K
Organisation of Class Notebooks

• All Class Notebooks are accessible 
from one menu.
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1 .  S E T T I N G  U P  C L A S S  N O T E B O O K
Organisation of Class Notebook pages

• Welcome page

• Collaboration space

• Content library

• Teacher only

• Student pages

• Shared space where 
students can collaborate

• Great for group work: Can 
create sections for each 
group to view and edit. 
(Click here)

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
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Organisation of Class Notebook pages

• Welcome page

• Collaboration space

• Content library

• Teacher only

• Student pages• Archive projects
• Course documents



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K
• Organisation of Class Notebook pages

• Welcome page

• Collaboration space

• Content library

• Teacher only

• Student pages
• Only teachers can access
• Store projects under 

development, assessment 
tasks.



1 .  S E T T I N G  U P  C L A S S  N O T E B O O K
Organisation of Class Notebook pages

• Welcome page

• Collaboration space

• Content library

• Teacher only

• Student pages

• Individual student pages
• Distribute pages to each 

student for them to work on
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Comparison between OneNote and File Explorer

Sections

• Folders 

Pages

• Documents

Advantages of OneNote

• Files accessible to students

• Contents of pages searchable
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2 .  S E C T I O N S ,  P A G E S ,  P O P U L A T I N G
Setting up pages

• Consistent format
• Heading styles

• Colour coded textboxes
• Key terms - blue

• Students insert information –
yellow

• Insert web page links and videos



2 .  S E C T I O N S ,  P A G E S ,  P O P U L A T I N G
Populate pages 

Text Editable document

• Open Word document

• Select all, copy and paste into page

Advantages

Content is searchable and editable

Disadvantages

Formatting required, e.g. tables



2 .  S E C T I O N S ,  P A G E S ,  P O P U L A T I N G
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 
background
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Set Picture as background

• Right click, select picture

• Select Set picture as Background

• Can type over image

• Provides many page design options
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3 .  D I S T R I B U T I N G  &  R E V I E W I N G  W O R K
Distributing a new project to student OneNote 
folders

• Select Class Notebook

• Select Distribute New Section

• Name the new section and select Distribute

Things to note

• This will insert the Section tab into student’s 
OneNote folders.

• The pages will need to be distributed 
separately



3 .  D I S T R I B U T I N G  &  R E V I E W I N G  W O R K
Distributing pages to student OneNote folders

• Select page to distribute

• Select Class Notebook

• Select Distribute page

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 .  D I S T R I B U T I N G  &  R E V I E W I N G  W O R K
Reviewing student work

• Select Class Notebook

• Select Review Student Work

• Select section to review

• Select page to review

Things to note

• 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 T A L  
P L A N N E R

• Embedded dynamic 
excel timetable

• Searchable To Do lists



4 .  D I G I T A L  P L A N N E R
Create digital planner

• Dynamic timetable

• Searchable To Do lists

• Daily Notes

• Links to commonly used 
websites and files

• Lesson PlannersDIY Calendar
Daily Notes
Links to commonly used websites and files



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

• Links to files for assessment tasks



4 .  D I G I T A L  
P L A N N E R

Planner design
• The planner background was created in 

word using the shapes tool and saved 

as a picture. 

• Create a new section in OneNote and 

label Planner

• Create a new page and label Calendar



4 .  D I G I T A L  
P L A N N E R

Insert planner background image
• Select Insert and select Pictures

• Select From File, navigate to image and 

select Open to insert image

• Resize the image so typed text is correct size

• Right click on image, select Picture and then 

select picture as background 



4 .  D I G I T A L  
P L A N N E R

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



4 .  D I G I T A L  
P L A N N E R

Embedding dynamic excel tables
• Only available in OneNote 2016

• Create table in an excel spreadsheet. Highlight 

cells

• Select Insert and select Table

• If your table has headings, select My Table has 

headers 

• To turn off filters, select Data and unselect Filters.



4 .  D I G I T A L  
P L A N N E R

Embedding dynamic excel tables
• To remove inbuilt formatting, Select Table Design 

and scroll to table with no formatting.

• Rename table in in Table Design under Table name



4 .  D I G I T A L  
P L A N N E R

Embedding dynamic excel tables
• Close excel spreadsheet with Table.

• Open OneNote 2016.

• Select Insert and select Spreadsheet and

Existing Excel Spreadsheet

• Navigate to spreadsheet and select Insert.

• Select Insert Spreadsheet 

• Right click on spreadsheet and Select What 

to Display. Unselect Display Everything and 

Sheet 1 and select Sheet 1 Timetable.



4 .  D I G I T A L  
P L A N N E R

Embedding dynamic excel tables
• Drag the excel icon out of sight.

• Resize spreadsheet by finding arrows in 

bottom right corner.



4 .  D I G I T A L  
P L A N N E R

Organise your life
• Keep project ideas in one page

• meeting notes

• emails

• brainstorm

• work in progress

• Store templates for commonly used emails

• Store instructions for logging onto websites

• Store shortcuts for applications



4 .  D I G I T A L  
P L A N N E R

Brilmos
• Don’t lose another brilliant idea or 

beautiful moment again. Store them as 

Brilmos.

• OneNote is cross platform and can be 

loaded on all devices so new ideas can be 

stored anywhere and at anytime.



5 .  S H O R T C U T S

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 Ctrl Enter

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

Laptop: Alt Enter
iPad: Shift Return

To click on hyperlink Ctrl Left mouse click

To add to do tag Ctrl 1

Create bulleted list Ctrl . (period)

Add link to website or 
another OneNote page

Copy url or page link
Ctrl K and paste

Insert another column 
into table

Select first table cell and 
press TAB

Zoom in or out 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
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