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OneNote as a Research Notebook: A guide to getting started

Introduction

Some tools are specifically designed as a research notebook however there are other, more generic,
options that can also be used successfully.

This guide explains how to start using OneNote as a research notebook. Itis based on OneNote 2016
and OneNote Office 365.

This is a working document and we welcome feedback and suggestions for improvement. Email:
research-datamanagement@glasgow.ac.uk
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1. Accessing OneNote

OneNote is available as part of the University of Glasgow’s Microsoft Office 365 subscription. There
are different routes to access OneNote. Two are given below.

Option A:
Open your browser and navigate to https://office365.gla.ac.uk/ . The University’s Office 365 sign-in
page will be displayed. Enter your university e-mail address and password to log in.

A University
7 of Glasgow

Option B:
Log into MyGlasgow and click on Office 365 under Services. Enter your university e-mail address and
password to log into the University’s Office 365 account.

MyGlasgow Portal

MyGlasgow = MyGlasgow Staff

Help and Su rt
Important

Create a support call now. Also track
or update an existing call at any time

Information Security Course - this online course highlights current threats and prov
how to avoid them. It should take no longer than an hour to complete and can be iz

Data Protection Course - an online introduction to the General Data Protection Ret

Email new data protection requirements, your responsibilities as an employee, and rights
Office 365
Library Account Announcements

Both routes lead to the University’s Office 365 home page, where you can access a number of
applications, including Word, Outlook, Excel and OneDrive. Select OneNote, which will take you to
the OneNote landing page.

#14) University
i7a] Univers .
Eq}Glasgow ‘ Office 365 O search

N OneNote application
Good morning Install Office ™

+ & o @ & ® W S @ & @

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms
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2. Types of notebook

You can create two types of notebook in OneNote.

Class Notebook
This is a shared notebook for teaching or team working. It typically consists of three sections:

- collaboration space where all notebook users can add, read and edit content.

- content library for team documentation, course materials, policies, etc. Only the
tutor/supervisor/project leader(s) can add materials to the content library, edit and delete them.
All users can read and copy items in the content library.

- workspace for each team member/student. Each user can organise their space as they want
and save their own work here. The tutor/supervisor/project leader(s) can read and edit all of
the content in each team member/student’s workspace but it cannot be accessed by any other
team member/student unless the creator chooses.

Individual Notebook
This is a private notebook which can be structured and organised to suit the owner’s preferences.

Pages may be shared with other people if the owner chooses.

Saving notebooks

OneNote notebooks are saved in OneDrive. When you open a notebook, you will be taken to
OneNote online. If you prefer to use the full, offline version, which offers greater functionality, click on
the ‘Open in OneNote’ option on the ribbon (this is the same as ‘Open in desktop app’ function in
online versions of Word and Excel). Data is synchronised, so if you go back to the online version, the
content will be up to date.

OneNote v Individual project notes 2019 Individual project notes 2019 - Saved

File Home Insert Draw View Help Open in OneNote Q Tell me what you want to do

v Styles Tags v

Individual project notes 2012 /O

This notebook is empty.

Click here or press ENTER to create a new section.

You can create multiple notebooks of each type if you want e.g. one for each personal or team project.
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3. Create a Class notebook

Open OneNote from the University’s Office 365 landing page (see section 1 of this guide). Any
notebooks which you have already created or which have been shared with you will be listed.

To create a new notebook, click on the ‘New’ button.

Recent Pinned My notebooks Shared withme  Class notebooks  Discover

[l MName Last modified

M Digital Preservation Tools 3h ago

The drop-down list contains two options:
e create a blank notebook [this is an individual notebook]
e create a Class notebook.

Select the ‘Class notebook’ option from the list.

] Blank notebook

Shared with me Class note

i Class notebook

—

Give your notebook a name and click ‘Next’.

¢ 1 Add Notebook Name

(© What's the name of your class?

2 Notebook Overview This will be the name of your class notebook

|Research notebook projecﬂ 2019 |

3 Add Another Teacher/Lecturer

4 Add Student Names

You will be shown an overview of how the notebook is organised and which category of user has
read/write permissions for each section. Click ‘Next’.

You can add other people as tutors/project leaders. They will be able to add content and view/edit
material in team member/student’s workspaces. Start typing the person’s name and a drop-down list
of names from the University directory will appear. Click on the name you want and add a semi-colon.
Repeat this for each person you want to add.

@ (Optional) Give another teacher or lecturer permission to use
this class notebook?

Type or paste your names of your teachers or lecturers (separated by semicolons) to add them to the class
notebook

| man |

Mary Ann
Mary Ann

Mary Anne Next
Mary A
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Additional project leaders or staff tutors can also be added later. If you do not want to add anyone,
just leave the box blank. Click ‘Next'.

Note about terminology:

Microsoft’s Class notebook is targeted at schools so the terms ‘teacher’ and ‘student’ are used. For
university project teams or staff/student work, ‘teacher’ will be the project leader, project administrator,
principal investigator, supervisor or staff tutor. ‘Student’ will cover project team members or university
students.

Add the names of students or staff team members who will be using the notebook. Again, names from
the University directory will be displayed when you start typing. Add a semi-colon after each name.

(© Now, what are your students' names?

Type or paste your students’ names (separated by semicolons) to add them to the class notebook

names, email addresses or groups... |

Additional names can be added after the notebook has been created. Click ‘Next'.

OneNote offers default sections for the team members’ workspace. Click on the cross to delete any
sections you do not want. To add an additional section, click ‘Add section’ and give it a name.
Sections can also be added or deleted once the Class notebook is in use. Click ‘Next'.

(© Almost there! What should be inside each student's private
space?

These sections will be created in every student’s private notebook. Here are a few suggestions:

b4 q_ Delete section

Handouts

Class Notes

Quizzes

X
X
X

|
|
1 Homework
|
|

[Portfoliq]

| X

View the preview image to see whether you want to change anything.

If you want to make any

changes, use the menu on the left to go back to the relevant section. Click ‘Create’ to complete the

set-up process.
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74 o s (© Did we get this right? Please confirm using the visual preview

+ 2 Notebook Overview Teacher/lecturer notebook | Student’s notebook

3 Add Another TeacherfLecturer -

+ 4 Add Student Names Click on a step Ei Research notebook ...
to make changes
Welcome

+ 5 Design Private Spaces

7% _Collaboration Space

+ 6 Preview 7 _Content Library

7 Student's section group
7 Finished
Handouts
Class Notes
Homework

Portfolio

Everyone who has been added to the notebook as a user will receive an e-mail containing a link to
the new Class notebook.

Click on one of the OneNote application links to open your new notebook. You can choose to open
the notebook in OneNote (the full, offline version of the software) or the online version of the OneNote
application.

Your notebook Research notebook project 2019 is ready for you!
Open in OneNote (Open in OneNote Online)

Copy the links above to share with your students.

Class Notebook Add-in

This add-in for OneNote desktop is designed to help teachers and lecturers be more efficient with their Class Notebooks. It
includes page distribution, quick review of student work and easy access to the Class Notebook app.

NOTE: OneNote for Windows 10 and Mac users do not need to download the Class Notebook Add-in separately as it is
built in.

The online version of OneNote does not offer as many functions as the offline, full version. The two
versions are synchronised so you can move between them easily.

When you open a new Class notebook, you will find a Welcome page with advice and links and
overview pages under Collaboration and Content Library. These overview pages can be deleted if
you want. Right-click on the page and select ‘Delete’.

= Research notebook project 2019

Getting Started with the Collaboration Space
Welcome Getting Started with the C...

| ~ _Collaboration Space

l Using the Collabora... R B B
The Collaboration Space is open to everyone in a class, and all class member]

| ¥ _Content Library Rename Sectien notebook. Teachers and students can also create new sections and pages in
: Delete Section
For example, if a class splits up into group projects, each group could create
l Policies Section Colour v p PILs Up 1Ato growp prof group
related work. Members could access material in other group sections, 5o evel
l v Student 1 ) NewPage
l i
poticho = Pew Section
Homework &, Copy Link to Section
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4. Create a personal/individual notebook

Open OneNote from the University’s Office 365 landing page (see section 1). Click ‘Next’ and select
the ‘Blank notebook’ option from the drop-down list.

il Blank notebook

Shared with me  Class notebooks  Discover
il Class notebook

Last modified
-

m Research notebook project 2019

gla-my.sharepoint.com » ... » Documents » Class Notebooks

=)

=
2

m ago

Type in a name for your notebook.

9 Jul
lass Notebooks

otebooks

New notebook

The notebook is created and opens in OneNote online. You can continue in OneNote online or click
on ‘Open in OneNote’ to switch to the OneNote full, offline application.

OneNote v Individual project notes 2019 Individual project notes 2019 - Saved
File Home Insert Draw View Help Q Tell me what you want to do
w oo Styles Tags -
= Individual project notes 2019 je
0 This notebook is empty.
Click here or press ENTER to create a new section.
10
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5. Working with OneNote

To open an existing notebook, open OneDrive, where you will see a folder called Class notebooks
and another called Notebooks (this contains your individual notebooks). Open one of these folders
and select the notebook you want to work on. Alternatively, if you want to work in OneNote offline,
you can open OneNote offline using the menus/software shortcut on your device and then go to File
menu/ Open’ to open your notebook.

oa| University .
L) of Glasgow | OneDrive
/O Search everything + New v $ Upload (_-5 Sync o Flow
B Files Files
O Recent [ Mame Modified
o Shared _ Attachments January 16, 2018
Discover
oA March 26
& Regycle bin
_ (Class Notebooks Yesterday at 7:27 AM

Folder containing Class notebooks in OneDrive
5.1 Notebook structure

Notebooks are divided into sections. Each section contains pages. Multiple levels can be added e.g.
sub-pages and sub-sub-pages. Sections can also be grouped. You can create as many sections
and pages as you need. How you create sections and pages depends on whether you are using

OneNote online or OneNote offline.
1
Notebook
2

Notebook
1

| Section A Section B Section T
| I—Iﬁ ’
page 1 page 1 page 2
I—Iﬁ
sub-page sub-page

Example of arrangements of notebook structure

The online and offline versions of OneNote differ in the way notebooks are laid out. The online version
has section tabs down the left side and buttons to add new section or page at the bottom of the page.
OneNote full, offline version has the section tabs across the top and the new section/page buttons on
the right.

11
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File

Home Insert

Project group B

Draw

View

Help

Class Notebook

Views Page Setup

~ [F]v  Calibri Light w20 v B I U &£v Av ¥
= o)
= Research notebook project 2019 ) . .
|PI’OJeCt A Home Insert Draw History Review View
Welcome Project A — ey
Monday, August 12, 3 Eﬂ & E E< [B Q @ Q 0% - +j q 9 5§
‘ ™~ _Collaboration Space 100% El
= Full Page Dockto = Page Rule = Hide | Paper | Zoom Zoom E ) New New Docked New Quick Always
l Project group A Group warkspace f View Desktop = Color- Lines~ PageTitle = Size Out In +=PageWidth | window Window

Zoom

Mote  on Top

Window

esearch notebook project 2019 5
Project group C A

ollaboration Space

Project group A Project group B Project group C Search (Ctrl-E)

‘ > Content Library

!, Student 1 Project A

Online page notebook overview Offline version notebook overview
Buttons for adding sections and pages highlighted

—~+ Add Page

Monday, August 12, 2019 12:23 PM ProjectA

5.2 Add sections and pages
Add sections and pages: OneNote online

OneNote online: To start creating sections, click on the ‘+Section’ button in the bottom left of the

screen. Type the section name in the dialogue box which appears. You can use the ‘Add section’
button at any time to add new sections to your notebook.

Section Name

X

Enter a section name:

oK Cancel

To add pages, first click on the section tab for the section into which you want to add your page. Then

click the ‘+Page’ button at the bottom of the Page column. Type the page title at the top of the new
page.

Draw View Help Print Q
— -— 1— - Jl ABC
TR = &," s
| abe X, v a¥ - &v =~ Maore Tag Spelling
Styles - - -
Basic Text Styles Tags Spelling
ks Autumn 2018 je _
Page title here|
Instructions 20 August 2019 12:09
Page title here

To create a sub-page, add a new page, then right click on the page name. Select ‘Make subpage’.
You can do this to existing pages to convert them to sub-pages. Click ‘Make subpage’ again to make

a sub-sub-page. Sub-pages can also be promoted, using ‘Promote subpage’ on the same menu.
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Project timetable

Milestoner

10—

(k]
7< Delete Page

[& Move/Copy

2 Make Subpage
€«

&, Copy Link ta this Page
E Open in new tab

Create sub-pages or promote them

Add sections and pages: OneNote offline

OneNote offline version: to add a new section, click on the tab with a + symbol along the top. To add
a new page to a section, click on the section tab and then click on ‘Add page’ on the right sidebar.
Sub-pages at multiple levels can be created in the same way as in OneNote online. Right-click to
select ‘Make sub-page’.

i Individual project notes 2019 ~ (UPIGERENEN) | Project one ijectthre© Search (Ciri-E) P
Add Page
D

Milestones

15-58 Project timetable

12 August 2019
Milestones

Project milestones

5.3 Re-arrange notebook layout and personalise

The order of sections or pages within a notebook can be changed by dragging a section tab or page
title to a new position.

To change the colour of a tab, right-click on the tab, choose ‘Section colour’ and pick a new colour.
To rename a section, right-click on the tab and select ‘Rename’. To rename a page, go to the page
and change its title.

Group sections
If you have lots of sections, you can group them. Right-click on any section tab and select ‘New

Section Group’. A different tab symbol appears on the right. Give it a name. You can either move
existing sections into this group by dragging their tab or create new sections under the section group

tab in the usual way.

Project two Project three +

Section group tab

13
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6. Add content to your notebook

Within OneNote you can create and edit content, import it from other sources, add searchable tags
and view metadata about page authors and versions. Details of some of these functions are given
on the following pages.

NOTE: To access OneNote’s full set of functions, use OneNote offline.

A OneNote page is more flexible that a Word document and allows you to add content wherever you
want in whatever order. Itis not limited to standard paper sizes, although you can use page templates
to make your page A4, for example, if you want to. Content is added in boxes, which can be moved
around the page. Just click where you want to add your content. You can add text, drawing, pictures,
video and to do lists, link to external content, insert content from external files and attach files.

NOTE: If you want to keep content together, it is best to enter it within one content box.

7| Timeiine
V| Project plan

! Project individual test noteb... » | Prejectone test section to delete Projecttwo  Project three

Milestones sub-page

Requirements

Arrange regular team meetings

Responses  Qu.1 Do you ever use a paper notebook to
record your research notesifindings or just
digital devices?

1 Yes
2 Yes

1 transcribe ongoing bigger projects from
the notebook onto a document on the
computer.

e = (})xtars

nmx
=a+ ., 005 —— + by, sin——
) =a Z(n 08+ by sin

Qu2 Do you at any point transcribe the | Transcribe | Qu.3
notes into digital form? your
Y
Y

© Need to contact Joan about this.

Would it be a major problem if you were to lose | Level of risk
notebook, or for it to be damaged? [

il copy important stuff up pretty soon 2
issu

Page with selection of content type

6.1 Add text

Click anywhere on a page and start typing. Text is entered within a box. You can format the text as
you would in Word e.g. change font type, size or colour, underline, add bullet points. Click on the grey
bar at the top of the text box to move it or the right side to resize it.

Project individual test notebook 2019 5
H v

I Future projects Mew Section 1 New Section 2

18 November 2019 15:.09 &7 Vé

a
Notes for project U.
One barrier to adopting a research notebook tool is concern that content will
become trapped within the tool and could be lost or rendered inaccessible if
the software supplier ceases trading or stops supporting that
preduct. Consequently, when evaluating potential notebook software, users
should check that it is possible to export notebook content and save itin a

widely-used format which can be opened by other software. Common expart
formats include pdf, Word or xml.

s pdf
s xml

Text box with formatted text
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6.2 Add tables; convert tables to spreadsheets
It is very straightforward to create tables in OneNote.

Click on the page to open a text box (or add to an existing one). Type the text for your first table cell
and press ‘Tab’. OneNote will start creating table columns. To move to the next row, press ‘Enter’.

Alternatively, go to the Insert toolbar/ Table’ button and specify the rows and columns. The table is
inserted and data can be entered

Project

U Table created using Insert Table function
18 November 2019

15:09

Programme for week
Monday Meetings
Tuesday Software trial
Wednesday Options report

Table created using Tab and Enter Table created with Insert table function

You can convert a table constructed using either method into an Excel spreadsheet. Right click on

the table and select ‘Convert to Excel spreadsheet’. Click on the ‘Edit’ button and the spreadsheet
will open in Excel.

Project -
18 November 2019 15:09

Programme for week

Programme for week L . —
Monday | Meet=== _ @i Project U - Spreadsheet
Tuesday | Soft Aral -1 e — Qg -

Wednesday Opti s AT A==

# Edit Meetings
S Sotware trial

Wednesday  Optiens report
c.D Paste Options:

&
Link... (Ctrl+K)
Copy Link to Paragraph

B @

Look Up

&l

# Tranglate

»
< ﬁ Convert to Excel Spreadsheet >

Table created using Tab/Enter converted to an Excel spreadsheet

6.3 Add images, audio and video

Images

Options to add pictures are under the Insert toolbar. You can take a screen clipping, insert an image
from a file store by browsing to it or by using drag/drop, or insert an image from the internet. You can
also take a snip, copy it and paste it in, or right click and copy and paste images.

15
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Insert Draw History Review Viaw

B I @| o 263

File File Spreadsheef Screen Pictures Online
Printout Attachment = Clipping Pictures

Files Images

Option on Insert tab for adding images

Audio and video

You can attach external audio and video files into a OneNote page as you would any other file, using
Insert/’File attachment’. You can also embed an external video by using the ‘Online Video’ button.
Click on the button and insert the hyperlink in the dialogue box which appears. The video can then be
played from within OneNote.

o 03 B3[ B4 [©] Lo 8

Screen  Pictures Online COnline Link Record Record
Clipping Pictures Video Audio  Video
Images Media Links Recording

Button to embed external video; buttons to record audio/video within OneNote
Record audio and video within OneNote

If you have the technology to record audio or video e.g. using your smartphone, you can do this within
OneNote and add the recording to your notebook page.

NOTE: it is only possible to record audio if you are using OneNote online.
Click on the page where you want to insert the recording. Go to Insert toolbar and ‘Record Audio’ or

‘Record Video’. OneNote will start recording. Press ‘Pause’ or ‘Stop’ to end the recording. Click on
the file and the Playback toolbar will be displayed.

File Home Insert Draw History Review View Playback
N =
b D =y s
Record Record Play See Audio 8
Audio  Video Playback Video Settings
Recording Playback Options

Playback toolbar
You can make notes on your OneNote page while recording.

It is possible to index audio/video to enable OneNote to search a recording for words. However, this
can take a long time and slows down searches so it is not recommended.

6.4 Insert equations

OneNote has an equation function. You can use this to insert common equations or build your own.
The equation function is on the Insert toolbar. Click on the down arrow below the button to see the
picklist of available equations. At the bottom of the list, you will find an option to build your own
equation.

16
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Quadratic Formula

—b+Vb% — 4ac
l | ':. ! r=——

2a

Equation fymbol

- 4

Taylor Expansion

x o x% x3 o
Tttty Te<x<e

Symbaols =1+ ET

Trig Identity 1

1. . i _
sina £sinf = 2sin{a + flcosg{a +5)

T Insert New Equation

Above: Insert Equation button
Right: Part of equation picklist, with option at bottom to insert a new equation

When you select ‘Insert new equation’, the equation builder toolbar will be displayed. This offers
symbols and structures to help you put together your equation. The ‘Ink equation’ button allows you
to handwrite the equation using the mouse or other input device and convert it to type.

File Home Insert Draw History Review View Design

TU [z FlEFRAHAOERCEEREEFEEERE | § " % 5 & o sw g lIm A [if]
Equftmr\ Equ\:tim Mol 7o @ D - Fracvtlon Sc[lpt F.advlcal \r\tevgra\ OpL:rragt:r' Brafkat Funitlon Accver\t L\r[\;tgavnd Ope:ator Mavtnx
Tools i) Symbols Structures
Build equation toolbar
| Insert Ink Equation X
& = mc? e = mc*
2
T =G
2
/v S X
Write Erase Select and Correct  Clear . .
— Left: Handwritten equation
Above: Same equation converted to type.

6.5 Add external files

External documents can be inserted or attached to OneNote pages, depending on the original
document type. Document contents can also be copied and pasted onto a page.

Insert Draw History f
b |l
File File Spreadsheet
Printout Attachment 2
Files

Insert toolbar with options to insert (file printout) or attach files. Dedicated Excel button on right.
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Insert file contents to view on page (file printout function)

Use the ‘File Printout’ button to insert Word, PowerPoint, pdf and txt files into a OneNote page (see
instructions below for Excel files). It does not work with all file types. Click on the page where you
want to insert your document, go to Insert/’File Printout’, navigate to your document and selectit. The

contents of Word, PowerPoint and txt files added using this function can be searched by OneNote.

@ Blog excerpt 20 Nov 20718

Blog for research notebooks

Trial digitisation of paper

Ag part of our project looking into researchers’ use of paper and digital notebooks, we have digitised a
paper research notebook and shared the digital outputs with the researcher for feedback. We were
keen to know how useful the digital version was and what features the researcher would be looking
for.

Word document inserted using File Printout function

For some file types, document contents can also be copied and pasted onto a OneNote page.

Print/Send to OneNote function

An alternative way to insert files into OneNote is to use the Print/’Send to OneNote’ function within

some applications. This works for Access databases and xml files opened in Notepad++.

l = Print *
General

Select Printer

T PULLPRINTING on SECUREPRINT1
& Send To Onelote 2016

< >
Status: Ready [Printtofile | Preferences
Location:

Comment Find Printer.

Page Range
@Al Number of copies: [1 =

Selection Curent Page

() Pages: Collate

Entter either a single page number or a single
page range. For example. 5-1

1l 22l 53

Print Cancel

Option to Send to OneNote in the Windows Print dialogue box

1 <7?mml version="1.0"' encoding="UTF-8"7>

2 <mets:mets mmlns:mets="http://www.loc.gov/METS/" =zmlns:xlink=
"hitp://www. w3 _ org/1999/x1ink" zmlns: xsi=
"http://www. w3 _org/2001/EML5chema-instance”™ xsi:schemaLocation=
"hitp://www.loc_ gov/METS/
http://www._loc_gov/standards/mets/versionlll/mets . xsd™>

3 <mets-metsHdr CREATEDATE="2019-07-30T0%:53:00"/>
4 <mets:amdSec I0="amdSec 1"»
5 “mats:techMD ID="techMD 1">

& <mets: mdWrap MDTYPE="PREMIS : OBJECT" >

7 “metsixmlDatar

g <premis:object xmlns:premis="info:lc/xmlns/premis—v2" x=i:type=
"premis:file" msi:schemalocation="info:le/mmlns/premis—v2

http://www._ loc.gov/standards/premis/vZ/premia-vZ-2 xed" version="2.2">

xml file opened in Notepad++ and inserted by using the Print/Send to OneNote function
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Insert attachments

Documents can also be attached to OneNote pages. Click on the page where you want to attach
your document, go to Insert/’File Attachment’, navigate to your document and select it. It is not
possible to view or search attached documents within OneNote. When you double-click on the
document link, the document will open in the software it was created in e.g. PowerPoint or another
suitable tool.

Insert Excel documents
Under Insert, there is a button specifically to insert or attach Excel files.

|| e B30

Spreadsheet Screen  Pictures Onf
v Clipping Pict

Existing Excel Spreadsheet

Mew Excel Spreadsheet

— ————

Select ‘Existing spreadsheet’ option to insert or attach an Excel spreadsheet. The ‘Attach’ option
works in the same way as other file types. The file is attached to a OneNote page but is opened and
edited in Excel.

The ‘Insert spreadsheet’ option works like the file printout option and the spreadsheet is inserted on
the OneNote page. If it consists of multiple worksheets, they are all inserted.

Under ‘Existing Excel spreadsheet’, there is a third option to insert an Excel chart or table. Once you
have selected the spreadsheet, you will have the choice to insert just one worksheet from it (for a
multi-sheet spreadsheet), or just a table or chart within it. The inserted content can only be viewed in
OneNote, it is edited in Excel.

I3
Custom Insert *

Chart Title

[ sheetz

[] sheet2 Tablel

[ Test chart function
[ Chart 1 (Chart Title)

oK m Usars A Users B UsersC UsersD mUsarsE

Option to just insert an Excel chart. Chart inserted on OneNote page

NOTE: attached or inserted files will not be automatically updated if you make changes to the
original external file.
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6.6 Insert links

You can insert hyperlinks to webpages and external data, as well as to pages and sections within
your notebooks.

Link to a webpage

To add a link to a webpage, you can simply copy and paste the link onto your notebook page. Use
Insert/’Link’ button to give the link a title, rather than just display the URL.

https://cycladic.gr/en - Museum of Cycladic Art, Athens

Museum of Cycladic Art, Athens

Top link: URL pasted in. Bottom link: Insert/Link function used
Link to other Notebook pages

The Link function can also be used to create links within your notebook or to pages/sections in another
OneNote notebook. Click where you want to insert the link, click ‘Link’ and navigate to the

notebook/page you want to link to.

FEl © | s

= Online Link Record Record

5 Video Audio Video
Media Lirks Recording
Link button
Link x
€ |Text to display: 'y
Project A: team project outling| . .
— Link to a page in another notebook
onenote:https://gla-my.sharepoint.com/persanal/ " @
0 pick a focation n Onetiote: . Project A team project outline
Search by text in title
= Project test class notebook 2019 -

Welcome

Section to delete

~Collaboration 553

= Project group A
D Project A

Project group B
ProjeEcT group C

= _Content Library
Policies

Resources

Handbaoks -

Cancel

Left: Add link to a page in another OneNote notebook, creating title for link.
Right: Link inserted into OneNote page.
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Link to documents and data

OneDrive

You can insert links to documents and folders stored in OneDrive. Navigate to the folder or document
and select ‘Copy link’. Paste the link into your OneNote page. Access to the content by other users
who have access to your notebook will depend on user permissions. It may also be possible to link
to other file stores and data repositories.

Institutional servers
The Insert/Link function can be used to insert a link to a document stored on university servers. Click

on the folder symbol (circled in screenshot) and navigate to the file. You can change the title of the
link.

Link x

[414]

Text to display:
Library-Annual-Report-Infographic-2019

Address:
iphic Template\Library-Annual-Report-Infographic-201 Ei'.jpg| @

Or pick a location in OneMote:
Search by text in title }3
I ]

L=

You could also just copy the file path and insert it into your notebook for reference e.g.
"H:\Articles and resources\Assessment of cost models 4C May 2014.pdf".

This will not create an active hyperlink but will remind you where to find specific documents or data.
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7. Manage notebook content

7.1 Annotate content

Content typed directly into OneNote or inserted material can be annotated. The pdf version of a music
score shown below was inserted into OneNote and subsequently annotated using the drawing tools

(found under Draw toolbar).
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NOTE: if you annotate content in OneNote and then move the content, either within the page or to
another page, the annotations will not automatically move with the content box. The image below
shows the score after it was re-sized — the annotations are now in the wrong place. You may prefer

to edit your content using another tool and insert the annotated material into OneNote.

&
—_———— —
Qui-n sm-BE_ e-tr - M ba-ms - no_ g - me-n
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3 b
Jangj # e w Do
%4 T
Ma o Gk - rfo-a ) in o oex vl - sis e - - -_
Fho——t= fo e=S===—t——==—=—
Gk - o= a n ex = cel - six Do . o, el in mer

Resized document with annotations now out of place

7.2 Create and use tags and To Do lists

Notebook content can be tagged and the tags used to manage content and search the notebook.

Tags supplied by OneNote can be modified or deleted. Custom tags can be created.
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Mew Tag X :‘

Format
Display name:
Undefined

o— Symbol: Font Color: Highlight Color:
A Project code DF (Ctrl | Or A~ A~ 17
l
To Do (Ctrl+2) z S preview
Do Find OQOutlook .
Important (Ctri+ Tags  Tasks - Undefined ‘
Eg Eg.— z=le Customizations do not affect notes you have I
already tagged. -
Tags e ] |

Left: List of tags Right: Dialogue box to create own tags

Click on the page where you want to insert your tag. In the Tag section on the Home toolbar, click on
the down arrow (circled in screenshot) beside the tag list. This will display the full list of tags. Select
a tag.

To modify an existing tag, click on tag name and ‘Modify Tag’. Click on the up or down arrows to
change the position of a tag in the list. Click on ‘New Tag’ to create your own tag.

To Do lists
To insert a To Do list, click where you want to start your list and then click on the ‘To Do’ tag. A tick

box will be inserted. Add your text and enter to add another box. Click in the box to insert a tick. You
can drag the boxes to re-order your list.

[—
I Project To Do List
I:‘ Write repﬂ”. 19 November 2019 3’
[ ] Research options ProjectL Notes:
[] Pplanning
- - - Pri ration
Contact potential participants Hiaae
[] [rask2]
[] [Task3]
Book venue for workshop O Paperwork
[] Hand-off
[] Follow-up

To Do list created using To Do tag Project To Do list template

There are also pre-configured To Do list templates under Page templates (see below for information
about templates).

7.3 Create and use page templates

OneNote offers a selection of templates for pages. You can also create your own templates. This
can be useful if you regularly record the same type of information, when planning events, for example,
or conducting experiments.

Go to Insert/’Page Templates’ to see the list of templates. Business templates include layouts for
recording meeting notes and project details. There are also To Do lists. You can set the page size
e.g. A4 or choose a background colour.

If you want to use a standard template for a whole section, go to the bottom of the ‘Page Templates’
options box. You will see an option ‘Always use a specific template’. Pick your preferred template
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from the list. When you add new pages to your section, they will use the template. For example, you
could create a section for meeting notes with all pages using the same meeting notes template.

. Event title: Project individual test noteb... = Managingl

Templates 2 Date-

Add a page Wenue: ; :
Add a page based on one of the O[ganisers: MUSIC man uscnpt
templates below. 03 December 2019 13:20
My Templates w Venue
Academic w
Blank v [] Booked
Business - [] Paid for 0

Project Overview |:| Screen provided ¥

Simple Meeting Notes 1 (EI:] "/T:)
Simple Meeting Motes 2 Catering R
Informal Meeting Motes

Personal Meeting Motes |:| Teas/coffees. Numbers: o

Detailed Meeting Notes [] Sandwich lunch. Mumbers: el N —
Formal Meeting Notes |:| Hot lunch. Numbers: :

List of standard templates  New custom templates: event organiser and music manuscript

To create your own template, add a new page or select an existing one and configure your content.

Click on ‘Page Templates’. At the bottom you will see the option ‘Save current page as a template’.

Click this and give your template a name. You can also set it as a default template if you want. The
template will then be available under ‘Page templates’/’My templates’.

Always use a specific template

Pick a template you want to use for all
new pages in the current section, save As Template x

Mo Default Template -

Template name: |Event form|

Create new tEITIPlEItE |:| Set as default template for new pages in the current section

Save current page as a template Cancel

Left: Page Template menu options to choose default page template or create your own
Right: Dialogue box to save your own template

7.4 Add date and/or time stamps to entries

You can add the current date and/or time to entries on a page. The buttons for this function are found

under the Insert toolbar. The format will match the settings in your operating system. These entries
can be deleted, so do not form an audit record.

+ + E|
71 O &
Date Time Date &
Tirme

Writing guidelines
Time Stamp 23/09/2019 14:23

Date and time stamp functions. Page with current date and time inserted

OneNote will automatically record date and author each time a document is edited or a new one
created. If you go to History/’Page Versions’, content added to a page by each author will be indicated.
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7.5 Create a table of contents
A table of contents can help you to keep track of your notebook contents. There are two methods.
You can insert links by using Insert/’Link’ function. Click on ‘Link’ and use the notebook list to browse

to the first page or section you require. Give the link a name and click OK. Repeat this for each item
you want to include in your table of contents.

Link X

[0}

Text to display:
Project A: team project uuthne|

nnnnn te:https://gla-my.sharepoint.com/personal/ | R =
e — Or pick a location in OneNote:
D E)Lq Search by text in title ,O
[::' @ D I.__[@ @ 5] Project test class notebaok 2019
. . Wel
3 Online Link Record Record ot ete
5 Video Audio  Video ~Celeberation 5P
Project group A
) ) ) D Project A
Media Links Recording

Project group B

Alternatively, you can create links on your Contents page by typing the page titles within square
brackets e.g. [[Milestones]]. When you press Enter, this will convert to a link. Do not use the same
title in multiple places within your notebook if you want to use this option.

Table of contents Table of contents

[+]

19 Mov

[%g)

m

mbhar 70

=]

16

=]

4k

mage management
FProject timetable
[[milestonas])

1. Project timetable
2. image management
3. [[milestones]]

L

Left: Links inserted using square brackets. Right: tems 1 and 2 on list swapped using grey cursor.

You can re-order the items in your table of contents. Hover your cursor over a link and a grey marker
will appear on the left. You can then grab the cursor and drag it to move your content link to a new
position.

7.6 Integrate with Outlook calendar and e-mail

Meeting notes: link to Outlook calendar and co-edit

Use the ‘Meeting Details’ button on the Home toolbar to link notes to a meeting in your Outlook
calendar. Click on the ‘Meeting Details’ button. The current day’s appointments are listed in a
dropdown list; you can use the option ‘Choose a meeting from another day’ to navigate to meetings
on other days. When you select your meeting, the meeting details are entered on the OneNote page,
with a link back to the calendar entry and e-mail link to organiser.
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To Do Tag @

=O_\ Find Tags

Meeting
Details ~

Ernail
I:tl Outlook Tasks = Page

Meeting notes

Today's Meetings

08 October 2019 09:40
DP Planning meeting
10:00 - 12:00
Team meeting . : . -
14:00 - 15:30 Meeting Subject: Enlighten quality checks
S Meeting Date: 08/10/2019 16:00
" . Link to Outlook Item: click here
Enlighten quality checks Invitation Message (Expand)
1600 - 16:30 Participants (Collapse)
#7 Fred Green  (Meeting Organizer)
Choose a Meeting from Ancther Day...
S Page Notes
Meeting details button, list of today’s appointments Calendar information inserted into
and link to calendar to select different appointment. OneNote page

If your notebook is shared with other users, everyone with edit permissions can add notes to the page
at the same time. OneNote will sync automatically.

Integrate with Outlook e-mail
You can e-mail a OneNote page via Outlook. Navigate to the OneNote you want to send. On the

Home toolbar, click on the ‘Email Page’ button (beside the ‘Meeting Details button; see screenshot
above). The contents of the page will be inserted into an e-mail.

. R Subject Event: Alethea Garstin
Project individual test noteb... v | Managing Data course | (testsection to delete '\ (FProjecttwe

Event: Alethea Garstin

03 December 2019 12:38

Event: Alethea Garstin

03 D ber 2019 12:38

Event title: Alethea Garstin: an English

Event title: Alethea Garstin: an English Impressionist?

Impressionist?

Date: 3 February 2020 Date: 3 February 2020

Venue: Lecture studio 2 Venue: Lecture studio 2

Organisers: A Green, J West Organisers: A Green, J West

Venue Venue
Booked [V] Booked
Paid for EZI Paid for
[] Screen provided [] Screen provided

Left: OneNote page  Right: page contents inserted into an e-mail in Outlook
You can also insert the contents of an e-mail in Outlook into a OneNote page.

In Outlook, select the e-mail message you want. Click on the OneNote button on the Outlook Home
menu. A dialogue box will appear. Select the notebook and section/page where you want to insert
your e-mail content by using the tree view or search bar. Click ‘OK’, the e-mail content will be inserted
and opened in OneNote.
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: Select Location in OneMote *
Pick a section or a page in which to put the e-mail:
Search by text in title }:’ is
I S Project individual test notebook 2019 = i
Managing Data course b

test section to delete

7\'I'Dl'ﬂanager \l/ F_| =] Pr-:j: t tuw
" Done EI El @ O

Mowve Rules OneMote [) Tablet test
Create Mew - . - [ Image management
[ Template test
Steps = Maove [ 12:54 Title

i
Left: OneNote button in Outlook Right: dialogue box to insert e-mail content into OneNote page

L} Project individual test noteb... v [iianaging Dsta course | Projecttwo | praject thiee (4

Subject  Watch Live: Meet eArchiving
From Digital-Preservation Announcement and Information List

To DIGITAL-PRESERVATION@JISCMAILAC.UK
Sent 03 December 2015 08:09

The European Commission is hosting a CEF gArchiving event on 3-4 December in Brussels. Meet
eArchiving offers the unique opportunity to learn how gArchiving can be used beyond traditional tools
and how to overcome the implementation challenges.

Due to popular demand, all places for the event have been filled and registration has now been closed.
However, the event will be live-streamed on both Tuesday and Wednesday. Tune in to discover how
eArchiving ensures that access to data remains secure, predictable and why it is a cornerstone of the
Digital Single Market.

E-mail content inserted into a OneNote page

7.7 Convert handwriting to text

If you have a device on which you can handwrite notes, OneNote can convert these notes into typed
text. Write your notes on a OneNote page. Under the Draw toolbar, use the ‘Lasso’ tool to select the
handwritten text. Then press the ‘Ink to Text’ button to convert it to text.

File Home Insert Draw History Review View
A A A A A Al &) | NNNT |

QOO0 OA ¥

~ A~~~ A~ 4 1‘ - Ti?:ﬁ;is OLE L s Insert

Tools Shapes Edit

Event meny

Event menu

Co"’(”ﬂt 3Dup

Carrot soup

j\?‘f’zf" ) \IGS {to\b\'ﬂ’g r-.,-1eze.\l 6 8 < I:ab\u'g
Frut

N - N Fruit
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Text written using mouse and pen tool in OneNote and selected with lasso tool. On right, converted
to text, apart from one word, which OneNote could not recognise which can be hand corrected in the
typed version.

7.8 Search notebook content and metadata

There is a search box next to the notebook title (Online version) or in the top right-hand corner of
notebook (Offline version). The offline version offers more comprehensive search options and will
search both section/page titles and page contents within a whole notebook for the required search
term. Click on the down arrow to the right of the search box to see options to narrow down the scope
of the search. It is not possible to sort search results.

@ x )
Finished: All Motebooks [change) Find on page (Ctrl+

Find on This Page (Ctrl+F)
In title: preservation (1) ) )
Digital Preservation Tools This §El:t|l3l"|

On page: preservation (5) This Section Group

[ Forward plans (Research class nctebccllr. pr... This HCtEbCC"Z

[ Forward plans (Research notebook project ..

[ Reconnect 2018 (Research class notebook pr... W Al Motebooks

[ Reconnect 2018 (Research notebook project ... -

[ Preservica user guide (Digital Preservation Tools= ... Set This SECpE as Default

Search for word ‘preservation’ across all notebooks. Options to narrow scope of search.
Search for author
When content is added to a notebook, OneNote logs the author’s ID and date content is created. To

search for content created by a specific team member in a shared or Class notebook, in OneNote
(offline), click on the ‘History’ tab and then ‘Find by Author’.

File Home Insert Draw History Review
2 @ LKL E m
v 2 ER
Mark as | Recent Find by Hide Page Motebook
Read - Edits = Author Authors | Versions = Recycle Bin~
Unread Authors History

The search results can be filtered to limit them to one section, and/or sorted by author or date last
modified.

7.9 Review changes and retrieve deleted content

On the ‘History’ tab, there are buttons to view recently edited content (‘Recent Edits’ button),
view/retrieve earlier versions of a page (‘Page Versions' button) and retrieve deleted pages
(‘Notebook Recycle Bin’ button).

Page versions

OneNote saves older versions of pages for up to ten days. A new version is created each time the
author changes, or hourly. After two days, OneNote will start to reduce the number of page versions
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retained. After ten days, all old versions will be deleted. Open the relevant page in OneNote and
click on the ‘Page Versions’ button. Older versions of the page are listed by date created. When you
view a page version, content which was changed/added in that version is highlighted.

Timetable

OneMote trial notes Could tag with a project code or subject keywords.

07/10/2019 Ann Smith
24/00/2019 JohniWest

=AY

Metadata management

Can search on authors, see last modified date, see who wrote what, add tags.

23/00/2019 Ann Srith But no place to record own metadata about any page.
Handwriting to text Wersion control

List of previous versions. Text added on 7/10/2019 highlighted on notebook page.

In the global settings, it is possible to turn off the version history (so no older versions will be saved)
or version deletion function (all versions will be saved long-term).

Deleted pages and sections

OneNote saves deleted pages and sections for 60 days. Click on History/’Notebook Recycle Bin’ to
view deleted content and restore it.
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8. Collaborative working and sharing notebook content
8.1 Share your individual notebook

Itis possible to share your individual notebook with other people. These users will have access to the
whole notebook — it is not possible to limit access to a page or section.

In OneNote, open the ‘File’ menu and go to ‘Share’.

If the people you want to share your notebook with are part of the University of Glasgow, or their e-
mail address is in your e-mail contact list, type the user’s name or click on the button to open up the
University address book and pick up their details. To share your notebook with people outwith these
categories, type in their e-mail address.

Use the option on the right (circled in screenshot) to set permissions to read only or read/ edit
notebook.

Share Notebook

Add users from

Individual project nates 2019 University directory
OneDrive - University of Glasgow » Notebooks
Share Share with People
Type a name or email address tq invite
;Q SharewithPeople = someone
95 E @
@) Get a Sharing Link Include s personsl message with the i)
Set permissions
Share with Meetin
® :
Feedback
=} Move Notebook Require user to sign in before accessing document.
-3
Options

Add a message if you want and press ‘Share’. Invitees will receive an e-mail containing a link to your
notebook.

Alternatively, you can use the ‘Get a Sharing Link’ option to send a link to one or multiple users. You
can choose whether they can edit the notebook or only read content.

You can password protect a section of your notebook if you wish to prevent other users from
accessing it. Open the notebook in OneNote offline version, right-click on the section and select
‘Password protect this section’. Assign a password when prompted.

Cancel notebook sharing

You can cancel notebook sharing at any time.

Go to File/Share/’Share with People’. The list of users with whom you have shared your notebook is
displayed.

Right click on a user’'s name and select Remove user. You can also edit their access rights e.g.
change them from ‘Can edit’ to ‘Can view’.

If you have shared a link, you can disable the link. Right-click on the link (underneath the list of users)
and select ‘Disable link’. The link which you shared will no longer work.
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Sharing links

Anyone with a view link Anyone with an edit link
(ha-) Can view Cha-) Can edit
Disable Link
Copy Link

Right-click on one of the Sharing links options to find the Disable Link and Copy Link options

8.2 Add new project leaders or team members to a Class notebook
It is only possible to add new users to a class notebook by using OneNote online.
Open your Class notebook in OneNote online. Click on the Class Notebook tab on the ribbon.

Options to add or remove students/project team members or tutors/project leaders are displayed.
Select an option.

+ Research notebook project 2019 Research notebook project 2019 - Saved

Draw View Help Class Notebook Open in OneMote 2 Tell me what you want to do

Distribute New Section ~ F@ Copy toeomnent Library E—‘) Review Student Work B Create Class Notebook R Add/Remove Students n@ Add/Remove Teachers/Lecturers

ok project 2019
Welcome to the OneNote Class Notebook

Welcome to the OneNote ...

This will take you to the sign-in page on Microsoft's OneNote website. Sign in using your university e-
mail address and password and select the correct Class notebook from the list.

(© Which class notebook would you like to add or remove students
from?

Select the notebook to add a teacher/lecturer to
Your notebooks

ii Research notebook Team A ii Research notebook Team B

This takes you to the ‘Add student/team member’ or ‘Add tutor/project leader’ page. Add the names
of additional people from the University directory, separating each with a semi-colon. Click ‘Next’ to
complete the process.

P U SEEEICEERER (© Great! Enter the names of the teachers to add to Research
v 2 Add New Teacher/Lecturer notebook project 2019

Teachers/lecturers added will have the same permissions as you. Teachers/lecturers removed will lose access to

u .
3 Preview the notebook,

‘ [nter names or email addresses.

4 Finished
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9. Export your notebook

You can export the contents of a page or section, or the whole notebook. This is useful for sharing,
re-using or backing up your work.

Open the notebook in OneNote offline version.

If you want to export a page or section, navigate to the correct page or to any page within the section.
If you want to export the whole notebook, it does not matter which page you have open.

Go to File/Export.

Select what you want to export - page, section or whole notebook - then the export format you want
to use. There are several formats to choose from.

Export

1. Export Current: 2. Select Format:

File Types
By e

OneMote 2010-2016 Section (*.one)

|__'E| Section

DEI MNotebook

Word Document (*.doc)

‘Word 97-2003 Document (*.doc)

PDF (*.pdf)

KPS ("xps)

Single File Web Page (*.mht)

- =) (07 2 B B B

bd

&
=

]

=1

Select your preferred format and click ‘Export’. You can then choose where to save the exported file.

There is no Export function in OneNote online, the only export option it offers is to print a single page
to pdf.
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10. Using OneNote as a research notebook

Below are some suggestions of ways for using and managing a OneNote notebook as a research
notebook. For more information about implementing the functions mentioned, see the relevant section
in this guide.

10.1 Organise your notebook

A well-organised and labelled notebook will be easier to search and navigate quickly, especially once
you have lots of content.

One notebook per project

You may find it preferable to have one notebook per project. This will make it easier to manage
access for sharing and collaborating with other team members or external colleagues, or working with
your supervisor, team leader or Principal Investigator.

Project documentation

You could reserve a section for project documentation e.g. standard protocols, policies, project plans.
The Class notebook is pre-configured with a Content Library section, which is designed as a place for
shared resources and documentation.

If your team has a lot of paperwork, you may even want to create a separate notebook for team/project
documentation. You can use the Links function to insert links to this documentation into any
notebook pages, both within the same notebook and across notebooks.

Other sections might relate to different aspects of your work e.g. experiments, publications, teaching.

Create a table of contents, either for your whole notebook or one for each section.

Signposting content

Give each page a meaningful title. If you use identifiers for your research e.g. project codes, course
codes, experiment numbers, add these to each page. Then you will be able to search quickly on this
identifier and find all work relating to this topic.

If your work does not involve some form of identification numbers, you could always create your own
coding system, if that helps.

Create a Read Me page as a place to document the codes you create, so that you or people you
share your notebook with can quickly check what they mean.

You may find it helpful to create page templates for recording information or activities which you
repeat regularly: this can save time and act as a prompt to document essential information each time.
This may be particularly useful in a shared notebook, to ensure everyone follows a standard approach
for recording certain information.
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r 2019 25 November 2019 12:24

Teaching notes Project ABC experiments

12:27

Experniment number:
Course code:

Course title: Aims:
Session:

. Method:
Topics covered:
Assignments:

9 Results:

Examples of a couple of custom page templates

Tags are also a good way to track and locate related material. Create your own set of custom tags
or modify existing ones to ensure that your tags are relevant.

Lt Project individual test noteb... v | Managing Dsta course

Managing Data Week 6 notes

Course code:
Custom tag insered

Course title:
Session
Week B
Link to dacument in
RTATH3 course handoagk < nother sector

iz e
Trusted repositories
Online/offline storage

Link to external
Presentation on certification |6 document

el
1 Q— Slide dropped in

r -
Slide from Timbus project, DPC website

Assignments:

Research requirements, Core Trust Seal repository
requirements https:/fwww.coretrustseal.org/

Page from a notebook using the Teaching notes template. It contains a link to the course handbook,
stored in another section of the notebook, and to a presentation, which is stored on a local server. A
slide from another presentation has been dropped in for reference.

10.2 Manage data

Raw data, especially images, video and raw output from laboratory devices will be too large to copy
and paste into a notebook and need to be stored elsewhere. It will also be static content which will
not be updated if the original file is modified. There are several options:

Insert link: you could link to a file in a file store e.g. OneDrive.

Record location: you could simply document where the file is saved, without inserting an active link.
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Create a master table of file locations: keep all of your location information in one place to refer to
quickly.

You may want to include some screenshots or low resolution images in your notebook for reference.
If you want to annotate these, it is better to do this in another programme and then insert the annotated
content. Annotations added in OneNote can become dissociated from the content they relate to if it
is moved.

10.3 Back up your notebook

While OneNote content will be backed up routinely as part of IT Services’ file management procedures,
you may wish to create ongoing back-ups of your notebook by exporting it as a pdf on a regular basis
e.g. monthly.

When team members leave the university, their Office 365 account will be closed and their work will
become inaccessible to the rest of the team. Therefore, ask departing colleagues to export their
notebook(s) as a pdf and save the exported document in a shared location. This will provide
remaining team members ongoing access to the information.
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11. Further help

NOTE: the Help menu within OneNote is only available in OneNote online, not OneNote offline.

Microsoft resources
Microsoft has various resources online to help with OneNote:

e Searchable online support https://support.office.com/en-gb/onenote
e Community forum https://answers.microsoft.com/en-us

Online video tutorials for Class notebooks

There is a dedicated website www.onenoteineducation.com with video tutorials to help tutors, project
leaders and team members use features in Class notebooks. Some of these video tutorials will also
be useful for individual notebook users.

University IT Services

For issues relating to user accounts and access, contact the University’s IT Services.

Online resources

There are also blog posts and articles online offering advice about using OneNote as a research
notebook. A few of these are listed below.

e Dr Martin Engel, Neuroscientist
Blog post (2015): using OneNote as a research notebook
Blog post (2016): migrating your team to OneNote

e PLOS Computational Biology article (2019): A quick guide for using Microsoft OneNote as
an electronic laboratory notebook

e Brad Underhill, Humanities PhD student: Using OneNote and Office Lens for Humanities
Research

e GoOkser Gokegay, Historian: How | Used OneNote for my PhD
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