	Lesson Notes for Microsoft OneNote 2013 

	Lesson 1: Getting Started
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	Lesson Objectives
	
	[bookmark: _GoBack]Ensure that the OneNote installs in the classroom are new before each class; if not, students may not see some of the prompts discussed in the exercise steps. You may need to coordinate with your IT Administrator to perform a new installation of OneNote before each class begins.
Also ensure that email addresses have been set up for the class and that there is Internet access. Students will need an Internet connection to access their Microsoft Accounts so they can try using OneDrive and OneNote Online. This will become more crucial as the students move towards Lesson 4.
Review the objectives with students so they know what will be covered in the lesson.
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	Introducing OneNote
	
	Provide a description of OneNote and review some possible uses, such as mobile blogging, recording notes for school or personal events, sharing notes with other project members, and so on. You may want to open the discussion by asking the class how they or their friends or colleagues use OneNote. You may want to create a OneNote notebook that includes several sections and page tabs before class, and open it as a quick demonstration of a common notebook. 
	Create the Andrew McSweeney notebook and make general customizations to the new notebook. The student will also open an existing notebook and switch between notebooks. The student will switch back to the Andrew McSweeney notebook to try customizing a page before creating notes containers and manipulating these containers.
An optional exercise at the end of the lesson guides a student through creating a new notebook within the Office 365 environment. This environment was chosen as many companies are adopting the 365 model for business purposes. As an alternative to the 365 portal, have students use OneDrive (make sure they have Microsoft Accounts at this point) to try the OneNote Online feature.

	10-15

	2
	
	Looking at the Screen
	
	Take a few moments to review the different elements of the screen with the class, including those in your demo notebook. The focus here should be on recognizing common elements of Windows programs (such as the Ribbon or Min/Max buttons) and then identifying elements specific to OneNote. There is no need to go into detail here on the various elements as these will be covered in upcoming areas.
The main points to cover include the ones listed in the table following the image, as these highlight the main areas one uses with OneNote.
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	Using the Quick Access Toolbar
	
	Students may already be familiar with the Quick Access Toolbar. If so, you can provide a brief review and then move onto the next topic.
If students are not familiar with Office programs, be sure to spend a bit of time reviewing what this is and how effective a tool it can be, especially for accessing those features you use frequently. It isn’t necessary to spend a lot of time on how to customize the toolbar; provide a quick introduction to how they can add tools from the quick menu versus using the OneNote Option.
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	Using the Ribbon
	
	If students are familiar with Office programs, provide a quick review of the Ribbon, pointing out that there are fewer tabs and features in OneNote than in a program such as Word. 
If students are new to using the Ribbon, be sure to introduce how ribbons are used, and how to find commands (that is, click the XXX tab and look in the XXX group to find XXX feature or command). 
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	Managing OneNote Notebooks
	
	Take a few moments to describe the various ways a notebook can be set up, specifically the items that can be set through the Options dialog box. Page layout setup is discussed later.
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	Personalizing OneNote
	1.4
	Setting the options for OneNote is similar to setting options for any other Office program - the options control the working environment for OneNote. It isn’t necessary to go through every option as many will be discussed as you progress through the book. Allow students to observe you making changes to the screen as you go through your demo so they can begin to see what options are available, even if they may not use them immediately.
You may also want to provide a brief discussion of Backstage if this is the first time students have used the File tab or an Office program. Emphasize that Backstage allows you to manage your files providing you the opportunity to work with files “behind the scenes” or “going back behind the stage”.
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	Creating a New Notebook
	1.3
	Be sure to walk students through the process of creating a notebook, especially if they are not familiar with navigating a directory tree. Navigating to the desired storage location may be confusing to some students. The figures in the courseware may show more storage locations than are available in your classroom, especially if you do not have access to SharePoint. Additionally, the OneDrive location may not appear until you share a notebook to that location or until you have synced a notebook from another device (such as a smartphone or tablet) to this computer.
An example of a notebook you could use as part of your demo is one dedicated to tracking a personal weekly schedule. If you are teaching in an academic institution, you can design the demo around a student’s school schedule; if you are training in an organization, you can design the demo around a business schedule.
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	1.2
	Configuring the Notebook Settings
Spend a little time discussing Properties; the other commands will be discussed later in the course. Right now focus on the options in the Properties dialog box, especially the options for converting to an earlier version, changing the name, or changing the location of the notebook.
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	Applying Various Page Layouts
	1.4
	Take a few moments with each subsection following, as these are noted on the Microsoft OneNote exam. Students will get a chance to try these options in the following exercise but not in as much detail as you might want to include in your schedule demo file.  Introduce the View ribbon which contains many of the options students will be using; these options will also be accessed while working with individual pages later in the course.
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	1.4
	Choosing the Page Size
Most people expect the Auto setting to be 8.5x11 to match most printers; however, this size is based on the region where the device is used. Margins are based on the type of printer installed and the minimum margin settings of that printer.
You do not need to discuss templates at this time as they will be covered in Lesson 3.
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	1.4
	Choosing the View
If you are teaching with OneNote Online, take note that the default view is slightly different from that of a local installation such as the one CCI Learning has used for the courseware.
Take a few moments to review the three different views here, reserving some discussion of the Dock to Desktop feature until later in this course.
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	1.4
	Choosing a Page Color
Most users stay with the white background and use color to differentiate specific pages. Be sure to point out that whichever color is chosen, the color is visible only onscreen; it does not print.
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	1.4
	Displaying Rules or Grid Lines
Encourage students to try displaying the rules or grid lines so they can see how they affect the screen. Open a discussion on how displaying these lines can be useful (for example, you might want to use ruled lines if you are using a stylo to take notes at a conference, or grid lines when you want to align text or images at a specific area on the page).
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	1.4
	Setting the Page Title
You may want to mention that a page title should reflect the (potential) contents of the page.
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	1.4
	Hiding the Page Title
Provide examples of when you might want to hide the Page Title, such as the page title may not be necessary if a picture fills the full page. The downside to using this is that untitled pages may confuse others who share the notebook. Additionally, you will lose the original date and time the page was created.
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	1.1
	Using Templates
Explain the difference between notebook templates and page templates. For instance, a notebook template usually includes a design element such as a color scheme that is applied consistently to all the pages in the notebook; a page template affects only a page at a time.
	
	10-15

	14
	
	
	1.1
	Working with Containers
Review how containers work, and encourage students to click in different areas of a page to see that containers can be inserted anywhere on a page. Make sure they understand how to move or size the container (the technique should be familiar if they have used another Office program to move or resize an object).
Make sure students understand that while you can format text, OneNote is not as flexible or as powerful as a program such as Word. OneNote is designed to provide you with a tool to quickly capture notes; it is not designed to be used as a full word processor.
Briefly discuss that any item can be inserted into a container; however, the inserted object cannot be edited.
Take your time with students to ensure they understand how containers work, and then how to merge containers versus putting them side by side.
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	1.1
	Working with Lists
If your students have used Word, they should recognize these list features, as well as the option to customize bullets or numbering. Ensure that students understand bullet and numbering options are limited.
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	Saving a Notebook
	
	You may want point out that OneNote does not require you to save a notebook prior to exiting the program, although it does provide the option to save a file with a different name or format.
Explain that careful configuration of the backup settings ensure that you have a copy of your notebooks, especially those you use daily, in another location. Point out that you can backup changed files only, or the entire notebook; the option you choose will depend on how often you are able to sync changes if the notebook is shared versus one you use exclusively.
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	Opening and Closing Notebooks
	1.3
	You may want to download a number of template notebooks from the Microsoft Office web site (http://office.microsoft.com/en-ca/training/organize-your-onenote-notebook-RZ001194094.aspx?section=10) or other sites that contain OneNote examples. This will give you a chance to show students how multiple notebooks appear on the Navigation Tab/Pane as you open successive notebooks. Then you can demonstrate how to switch between notebooks or how the display changes when there are a large number of notebooks in the list (another reason for why you may want to color code the notebooks as a quick visual reference).
Using various notebooks is a great way to give the students ideas on the types of information that can be captured in OneNote.
Be sure to show students how to switch between open notebooks, how to close them, and how to pin a notebook they want to use all the time.
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	Using the Navigation Tab/Pane
Discuss the importance of this Tab/Pane and how it can become a table of contents for each open notebook, showing the sections available in each. You can expand or collapse the information for each notebook to show as much as you want to view in this pane.
You may want to provide a screen of how the Navigation Tab/Pane appears in OneNote Online (this is available for you to display to students from the Images folder, in the Slides folder of the Instructor Resources, as 3259 IR L1 Nav tab.png):
[image: C:\Users\swong.SPRINGFIELD\Documents\Manuals\Office 2013\OneNote 2013\3259 OneNote IR\Images\3259 IR L1 Nav tab.png] 
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	Using Quick Notes
	3.1
	Think of Quick Notes as a notebook within a notebook – a special “area” you can use when you want to capture information that is not related to anything you are working on at the moment. Use Quick Notes to capture the information; you can go back later to decide where the information belongs. Students may even relate to the notion of a “scribble” book where they can write down anything they want to be organized later.
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	Using the OneNote Tool
This tool is installed with OneNote 2013 and is configured to start when you start Windows. Open a discussion about the advantages and disadvantages of keeping this tool open and running all day long; for instance, with the tool active, you need only press WINKEY+S to capture a screen capture of something on your screen, or press WINKEY+N to create a new QuickNote to be stored in the current notebook. A disadvantage could be the amount of memory required to keep the tool running. Also if this feature is not activated automatically, you can easily start it as an add-on from the OneNote View tab.
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	Lesson Summary
	
	Review the objectives as a quick summary so students recognize the skills they are starting to build.
At this point, you can proceed to the Review Questions and then encourage students to complete the additional exercises and reviews on the CCI Learning Microsoft Office 2013 microsite at http://2013.ccilearning.com.
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	Review Questions
	
	Answers to the Review questions can be found in the Instructor Resources and can be used at the beginning or end of a class. Alternatively, you can assign these for homework and then mark them at the beginning of the next class.
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	Total (Hours)
	5.0-9.5
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