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OneNote is like your personal assistant — always ready, always organised, and accessible
from anywhere! It's packed with features to help you create, store, and find your notes in a

flash.
Create your new Notebook Working with Multiple Notebooks
» Open OneNote. You can do this from the desktop app, OneNote for You can create multiple Notebooks. OneNote lets you work with multiple
the web, or the mobile app. notebooks at once. To switch between them, click the notebook name on the
- Sign in with your Microsoft account to sync your notes across left-hand side and immediately you are working in a different workspace.

devices — so whether you're on your laptop, phone, or tablet your

notes are synchronised. :
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* Navigate to where you want to save the Notebook.

+ Type in a meaningful name for your notebook.

» Click Create.
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Personalise your Notebooks Share with Specific People
For easy identification you can personalise your notebooks. Right-click From the sharing window you can directly add the name, group or email
on the notebook name, select 'Properties,' and you can rename it, or you want to share with. Click on the pencil to specify the permissions,
change its colour for easy identification . add a message if needed. Click 'Send' to share the file directly.
Notebook Properties X Share "mynotebook“ - @
Display name: mynatebook 2 Jane Doe X
Does not affect the actual notebook folder name. i
Add more
Calor: mynotebook -
7 Can edit
. ) . & Lets work together Make any changes
Location: OneDrive - Fast Lane Institute for Knowledge Transfer b !
GmbH » OneNotes s Can view
Default Format: OneNote 2010-2016 notebook format 2 Can't make changes
OK Cancel &)

Share your Notebook

To instantly collaborate you can you share your notebook. Click 'Share’, on
the top right-hand corner, from the drop-down menu select ‘Share Entire
Notebook’.
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