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	Microsoft OneNote Overview


How to get OneNote
Trial Version – you can download a 60-day trial version and try it for free here: http://www.microsoft.com/office/onenote/prodinfo/trial.mspx 

UNCG users are able to purchase a license for a downloadable copy for use at work for $9.02. To order, call 1-800-211-0831. The part number for MS OneNote is: S26-00124. They do take pcards.
Overview
Microsoft OneNote enables you to 
· take notes (typing or drawing).

· import materials (documents, pieces of text, images, snippets of web pages).

· record audio or video (requires a webcam). 
The resultant materials can be saved as 
· .one files (which can be shared with other users of Microsft OneNote)
· Word files (except for the audio and video portions)

· Web pages (viewable in Internet Explorer only and excluding video or audio).

The interface is set up with modifiable folder tabs across the top. These folders can contain section tabs, which in turn can contain pages. Page tabs display down the right side. To edit a tab, right click and rename. To add a tab, click Insert/New Folder, New Section, or New Page. 
Basic Functions
To draw, choose the brush icon and set the color and width and then draw. To erase, choose the eraser icon, width, and erase. To return to typing, choose the Type/Selection Tool icon,
There are three ways to embed text or images:

· Copy/paste.

· Insert/Document as picture (you cannot edit text that is imported this way, but you can draw on it).

· Insert/Screen Clipping

· This will pop up the last window accessed.

· Position your cursor in the upper left corner of the area you wish to select and, holding the left mouse button down, drag to the lower right.

To record audio, select Tools/Audio and Video Recording/Record Audio Only.
An audio/video tool bar will pop up and recording will start immediately.
Choose the appropriate buttons to pause or stop.

To listen to an audio recording, select Tools/Audio and Video Recording/Play.

To flag an item, select Format/Note Flags.
Side Notes are for quick mental notes and are designed to be created without opening OneNote.

Right click the One Note icon in the taskbar and select Open New Side Note. Type in the little box that displays. It will create a side note tab containing your text in One Note. There will be one page per side note in OneNote.
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