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Setting up the paper: 
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Setting up the Toolbars:
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Additions to the toolbar for OneNote 2007:




Setting up the Pens:

                                                       [image: image15.png]Treat Selected Ink As.
‘Audio and Video Recording

Create Outlook Item »
Copy from Pocket PC or Smartphone »
P AutoCorrectoptons...




 [image: image16.png]Options

Handwriting

] Use pen pressure sensitvity (ncreases fle size)

[ Automatically switch between Pen and Selection Tool
Show Tablet PC Input Pl on Onelote pages

Set the width that OneNote suggests for handwritten paragraphs:
© Waitunti T have written to the edge of the screen before displaying the writing
cuide for the nextlne of the paragraph

® Display the writing guide for the next ine of the paragraph well before [ have:
witen to the edge of the sareen




                                          





[image: image17.png]2 Untitled pag

‘He Edt Vew Inet Fomst Toos Window bep
{@Back + = [ [ | saeenClipping... | Type/SelectionTool | | Rulelines~ ) ~
§ @

INININ N

NNNNNRKKN

NN

Custonize Current Pen...
‘Show Pens Toobar




                  





Eraser: 
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Importing documents into OneNote: 
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Printing to PDF in OneNote 2007:





Inserting Extra Writing Space:
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The pages in your section are displayed on the right side of the page.  You will not always want the names of the pages to show as it takes up writing space.  To adjust the size of the window showing the names put your cursor on the right edge of the scroll bar (between the scroll bar and the title) click and drag the window bigger or smaller. 








To close the title window completely, click the arrow on the bottom right hand corner of the window.  The pages will now be numbered rather than showing the title.  To see the titles again click the same arrow, or hold the cursor over a certain page and the title will display in a new box. 








You can choose to have the default setting for new pages to be created blank or with rule lines.  Under the “tools” menu choose “options”.  If you want the default setting for new pages to be created with rule lines make sure this box is checked otherwise your page will be blank.  








Once the page is created you can change the background by going under “view” and choosing “rule lines”








Another way to change the background of your page is to go under the “format” menu and choose “stationary”.  On the right hand side a menu will open with many different types of stationary to choose from. 








Note: You can turn off the pen pressure sensitivity in order to decrease the file size.   Go under “Tools” select “Options” then in the options window, choose “Handwriting” and make sure the “Use pen pressure sensitivity” box is NOT checked.





To display your different pens on the left hand side of the page: Go under “View” choose “Toolbars” and make sure “Pens” is checked.  I would also check Standard, Formatting, Drawing and Writing Tools, & Pens. 








Note: If you do not have enough space on the left hand side to display all three tool bars, you can choose not to display the “Drawing and Writing Tools.”  Instead you can add these tools to your “Standard” Toolbar along the top. To do this: Go under “View” and select “Toolbars” and then “Customize.”  (continued below left)








In the “Customize” window click on “Commands” and then choose “All Commands.”  Scroll through these commands and if there are any that you think you may use on a regular basis, click on them and drag them up onto your “Standard” toolbar.





When there is not enough space to display all the commands you have placed on your Standard toolbar, only the most recently used commands will be displayed. To find a command that you have not used in a while, click on the far right edge of your toolbar and these commands will be displayed.  








You can customize the 8 different pens and 4 highlighters that the pen toolbar displays on the left.  Select the pen you want to customize and then choose the pen command from either your “Standard” tool bar at the top of the page or the toolbar on the left, then choose “Customize Current Pen”  








You can change the name, color and thickness of each pen.  Play with the thickness to see what you like.  I would recommend 0.7mm thickness for most pens and I usually like to have a thicker red pen (2mm thickness).   I also find it useful to set the highlighters to different thicknesses. 














Note: Another way to change paper is to add the “rule lines” button to your standard tool bar.  (See setting up tool bars)








You may find it useful to set your eraser on “stroke.”   The stroke eraser will erase an entire stroke of ink by just touching anywhere on the stroke.  Use either the undo button to erase or select the eraser tool from the toolbar.





Any document that can be printed (Word Documents, pdf’s, webpages, emails, etc) can be imported into OneNote.  You first need to make sure that you have downloaded Microsoft’s Education Pack for Windows XP Tablet PC Edition.  (Under the “Start” menu, choose “All Programs” and look for Microsoft Education Pack for Tablet  PC to see if it has been installed.)  If the Tablet PC is your own computer, you can download this yourself from � HYPERLINK "http://www.microsoft.com/downloads/details.aspx?FamilyId=9D346916-B526-487E-919D-0BCE568DEF39&displaylang=en" ��http://www.microsoft.com/downloads/details.aspx?FamilyId=9D346916-B526-487E-919D-0BCE568DEF39&displaylang=en�,









































 If it is the schools computer you will need to get your IT administrator to install it for you.








To import a document into OneNote, Print the document and choose “Send to OneNote 2003” as your Printer.  Your document will then be printed to your “Unfiled Notes” Section.  Now Copy or Cut the page and Paste it into the Notebook and Section that it belongs.





To Copy the page right click on the title on the right hand side of the page and choose Cut or Copy.  Then open the folder and section of where you want the new page.   Right click on a page in this new section, choose Paste and the page will be pasted directly below the page you clicked on.  





To move more than one page at a time.  Select the first page and then hold the shift key down and select the last page and then Copy. 








Note: An alternative to Copying/Cutting then Pasting the page, is to choose “Move Page To”.








Note: When documents are imported into OneNote using the Print to OneNote option, these documents now become your background and the images cannot be moved around.   If you need to be able to move the images around, or to be able to create more writing space between the images, then you should import your documents using the “Screen Clipping” tool rather than printing them to OneNote.  The Screen Clipping tool is also useful for importing only part of a document into OneNote such as pictures or diagrams from a web page or text book that has been scanned in. 





If you have not already added the “Screen Clipping” tool to your toolbar, go under “Tools”, select “Custom”, then “Commands”, then “Insert” and scroll down until your find “Screen Clipping” click and drag the icon up onto your toolbar. 











To use the Screen Clipping tool, open the document that you would like to import and adjust the viewing window.  The Screen Clipping tool copies exactly what is on your screen, so if you want the picture to be bigger, make sure you zoom in on the document before you screen clip it.   The Screen Clipping tool allows you to clip images of all or part of your computer screen, by dragging the pointer to select a rectangular area and then it instantly pastes the image into your OneNote page.  It also copies the image to the Clipboard which allows you to paste the clipping into other documents besides OneNote.  





The Screen Clipping tool is also useful if you have drawn an image in OneNote and you want to copy it into another OneNote page.  To Screen Clip an image from a OneNote page you need to have two OneNote windows open.   Go under “Window” and select “New Window” to open another OneNote Window.  Have one of the windows opened to the page you want to screen clip the image from and have the other window opened to the page you want to paste the image onto. 








Note:  It is not necessary to type everything in Word Documents and then import them into OneNote.  You can use OneNote as a Word Processor and type directly into OneNote.  One of the limitations of using it as a Word Processor is that you don’t know where the end of an 8.5 by 11 page is.  This will be a problem if you want to print out the page to give to your students. 








One of the advantages of using the Screen Clipping Tool is that you can add space in between the images that you clipped in.  To add space click on the “Insert Extra Writing Space Tool” and then click on the page and drag the cursor down to add more space.  








To create more space at the bottom of the page, click on the page down icon in the bottom right corner of your page. 











Note: You may find it useful to get your Secretaries to email you the Word Document of your School Calendar and import it into OneNote.
































The Note Flags tools can be used to Flag Definitions, Important Ideas, Questions, and things to Remember for later as you are writing your notes.  At the end of the unit, a summary of all the Flags from each page can be created by choosing “Note Flag Summary” under “View”.  The Note Flag Summary will be created on the right.  To create a summary page, choose “Create Summary Page” on the bottom right of the note flag summary.











New pages can also be created by clicking here.








To create a new notebook, section or page click here.  








Notebooks for each course. 





Sections for each unit in your course.





Pages for each lesson 





Name your new notebook and select the color here.  I have always created a blank notebook.








To view or hide the sections in each notebook click here. 





To view all your notebooks and sections at the same time, click here.





Once a notebook has been created the only way to delete it, is to go find where the folder for that particular notebook is stored on your C: drive and then right click on it and delete it from there. 








Name your page here. If this box is not showing make sure the “Show Page Title” button is clicked. 





The date and time the page is created is written here.  To change the date click on it, then click on the calendar that appears beside the date. 





When you want to show your other pages, sections and notebooks again, click


here. 





When teaching your lesson click here to get “full page view” which hides your other pages, sections and notebooks.





Note: I think the Send to OneNote 2007 feature is automatically built in to the program so you can skip this step if using OneNote 2007. 





Once the “Add-in” has been installed choose “Publish as PDF or XPS” from the File menu. 





The best way to print to a PDF in any 2007 Microsoft applications is to install this Add-in


� HYPERLINK "http://www.microsoft.com/downloads/details.aspx?FamilyId=4D951911-3E7E-4AE6-B059-A2E79ED87041&displaylang=en" ��http://www.microsoft.com/downloads/details.aspx?FamilyId=4D951911-3E7E-4AE6-B059-A2E79ED87041&displaylang=en�


Note: The reason this is better than any other PDF maker is that any highlighting will show up better. 


Note: The district 42 tablets have this installed already.





To Customize the toolbar, choose tools, then Customize, then Commands, then All Commands.  The Commands will be listed in Alphabetical order.  Choose a command and drag it onto the toolbar. 





This tool allows the pen to be used as a pointer.  Anything that is written will disappear after a couple of seconds. 





This tool allows you to title your page. 





See pages 17-19    for a description of this tool.
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