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OneNote Module  
 

WHAT IS ONE NOTE? 

OneNote is a Microsoft application that allows users to write in a virtual notebook. It supports the basics 
of note taking with options to allow typing, drawing, and highlighting anywhere on the page, as well as 
organization of notes into sections and pages for easy navigation. Documents, photos, videos, and audio 
files can be uploaded to a notebook, allowing everything to be conveniently stored in one place. OneNote 
updates across devices and has share options to allow collaboration in real time. The Apple Pencil is 
compatible with OneNote for the iPad App and there is a desktop version. 
 

OVERVIEW 

• Getting Started Video Tutorials 
• OneNote on Mobile Devices 

o After downloading the OneNote App, log in with your WCU credentials. 
 

TAB FEATURES 

• On the Home tab, tap anywhere to begin typing. The toolbar at the top is similar to Microsoft 
Word: you can change the font, style, size, color, alignment, and more.  

o Press  to create a checkbox that can be checked or unchecked for a to-do list. 

o Press  to mark something as important.  

o Press  as a reminder to ask the teacher or a peer about that concept.  
o Press  for more options, such as attaching a phone number, a website, definition, idea, 

password, source for article, email, and more. 
• On the Insert Tab, tap anywhere to insert an option from the toolbar. You can insert a table, 

photos, record audio, a link to a website, an equation, attach files, and more. 
• On the View Tab, the toolbar includes options to change the page width, paper color, paper style 

(rule lines, grid lines), add Password Protection to the document, or Immersive Reader. 
 

NOTETAKING 

• Take Notes 
• Format Notes 
• Draw and Sketch 
 

COLLABORATION 

• Share and Sync 
 

ADVANCED RESOURCES 

• Watch this video to learn how to use OneNote in your classes to create interactive lessons for your 
students: OneNote Class Notebooks for Educators 

https://support.office.com/en-us/article/create-a-notebook-in-onenote-6be33cf9-f7c3-4421-9d74-469a259952d3?wt.mc_id=otc_onenote
https://support.office.com/en-us/article/video-onenote-on-ios-c75f5b31-cf16-425b-88ab-91cacd19ab20?wt.mc_id=otc_onenote
https://support.office.com/en-us/article/video-take-notes-in-onenote-d3185d6e-1d35-4665-9849-d1013339052b?wt.mc_id=otc_onenote
https://support.office.com/en-us/article/video-format-notes-801b5fd4-b2e2-46f7-a682-e3dcf281cfcf?wt.mc_id=otc_onenote
https://support.office.com/en-us/article/video-draw-and-sketch-in-onenote-e5d9e43e-96a0-442a-85e9-298e029aa76c?wt.mc_id=otc_onedrive
https://support.office.com/en-us/article/video-share-your-notes-with-others-4f0bb642-27d0-46e7-b754-97a3dfce2e80?wt.mc_id=otc_onenote
https://www.linkedin.com/learning/onenote-class-notebooks-for-educators/welcome?autoplay=true&trk=course_preview&upsellOrderOrigin=trk_default_learning

