Getting Started with the OneNote Class Notebook: A
Walkthrough for Teachers

The OneNote Class Notebook is an app for SharePuilihe that helps you set up OneNote in your class
This app will create a class notebook, which inekithree types of sub-notebooks:

Student Notebooks- private notebooks that are shared between eacher and their individual students.
Teachers can access these notebooks at any titretutants cannot see other students’ notebooks.

Content Library — a notebook for teachers to share course matevitlt students. Teachers can add and edit its
materials, but for students, the notebook is radg-o

Collaboration Space— a notebook for all students and the teachérarclass to share, organize, and
collaborate.

What you'll need

An Office 365 subscription for Education that ird#s SharePoint Online. If you're not sure you hhig
please contact your IT administrator to verify.

An organizational account for yourself (the teaghéth permissions to use the OneNote Class Notebpp to
create the class notebooks.

Your students must have an Office 365 organizatiaceount.

You'll need Internet Explorer 10 or Internet Explol 1 to use the OneNote Class Notebook app. Other
modern browsers should also work.

GETTING STARTED

Launch the OneNote Class Notebook

1. Signin to Office 365
2. Click the app launcher in the upper left.




Office 365 Home

PowerPoint OneMote
Online Online Notebook

3. Inthe list of apps that appears, click the ClasgNook app.
4. On the Welcome page that appears, click the fitst to start creating your class notebook.

Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

o) |

et

Create a class notebook Add new students Add another teacher Get notebook links

View user guide

Create a class notebook

1. Click Create a class notebookrom the available options.



Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

Create a class notebook Add new students Add another teacher Get note

View user guide

Name your new notebook, and then clibéxt.

TIP We recommend that you create a separate notéboekch class. For example, if you teach multiple
Spanish 2 classes, create a notebook for each @agseach notebook a uniqgue name that is easyofoand
your students to identify. You might name the notéts “Spanish 2 P1” for your 1st period class, ‘f8gia 2
P2” for your 2nd period class, and so on.

NOTE Each notebook you create must have a unique reamddt cannot contain these characters #/*€ " |
> %"\

mg’; OneNote Class Notebook Creator

© Great! We'll create Algebra 201 for you. Here's what will be inside:

& 1Add Notebook Name
These areas will be section groups of your class notebook

& 2 Notebock Overview

3 Add Another Teacher

‘7 Collaboration Space
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4 Add Student Names Students and teachers can work together (1) VR e EEEED

&% Student can edit the content

5 Design Student Spaces

7 Content Library
Publish course materials to students

6 Preview
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7 Done &% Student can only view the content

‘7 Student Notebooks
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ety 2 Teacher can edit the content

&% Student can edit his or her own content
and can't view others' notebooks



(Optional) Add another teacher to your
class notebook

On this screen, you have the option to add anadfaher to your class notebook. Any teacher addétdave
the same permissions as you do. You can add as asaygu'd like.

Enter the name(s) of the teacher and dNekt.

mg OneNote Class Notebook Creator

1 Adé Notebook Name © (Optional) Give another teacher permission to use this class notebook?

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

+ 2 Notebook Overview

+ 3 Add Another Teacher

En emal aresses...
4 Add Student Names

5 Design Student Spaces

6 Preview

7 Done

Add your students to your class notebook

You can add your students individually or in bulk.

NOTE Your students must have an Office 365 orgaranadiccount to continue with this step. If you dren'
sure whether or not they do, ask your IT Adminisira

Add Students Individually

. Type a student's name in the text box, then prets E

TIP  As you type, the app will look up possible mashFor example, you can type “Jacob” and it wrildi f
any students matching that name.



mg OneNote Class Notebook Creator

' )
ot emte WY O ® Now, what are your students' names

Type or paste your students’ names (separated by semicolon) to add them to the class notebook
2 Notebook Overview

3 Add Another Teacher jac ﬂb{

Jacob Jamieson
4 Add Student Names
Showing 1 result

5 Design Student Spaces

6 Preview

7 Done

2. Repeat step 1 until you've added all of your sttgJeand then clicklext.

Add Students in Bulk

1. Copy and paste a list of the students' names, atepldoy a semicolon (;) into the text box.

TIP  After you paste the students' names into thighex, the app will look up each name. The app takg
a few moments to automatically resolve each namee&ch match that isn't found, you can retypaendme
or remove the name from the text box.

E| Class list - Notepad ==
File Edit Format View Help

Jacob Jamieson; Christina Long; Jose Zambrano; Concetta
Travis; Rickie Rutter; Terry Fox; Lula Lynch; Morris
Marquardt; Rodney Segal

2. Click Next when you've completed adding all of your studdatghe class and the names have fully resolved.

Start each student notebook with sections

1. Keep the boxes checked next to the default sectimis/ou'd like created in each student’s notebook



mg OneNote Class Notebook Creator

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

1 Add Notebook Name

These sections will be created in every student's private notebook. Here are a few suggestions:
2 Notebook Overview

3 Add Anather Teacher
rd Handouts

4 Add Student Names v Class Notes

rd Homework

5 Design Student Spaces

| Quizzes
6 Preview

@ Add more Next
7 Done

2. Click Add more to add additional sections in each student’s romikb
3. Click Next when finished.

TIP  We recommend that you create section namesahagspond to activities, not units. For examp$e u
activities such as Handouts, Class Notes, and @siiZzhe reason for this is that students work emt at a
time; it will take longer to find items of intergsta unit section.

NOTE You can also add, remove, and delete sectioasthji in your students’ notebooks after the class
notebook is created.

Finalize Your Class Notebook

1. Click Teacher's notebook andStudent's notebookto verify how the sub-notebooks and sections el

created for the class. Cli @ to go back to adckorove sections, or clidBreate to have the app create
your class notebook.



mg OneNote Class Notebook Creator

© Did we get this right? Please confirm with the visual preview

1 Add Notebook Name

2 Notebook Overview

Teacher's notebook  Student’s notebook
3 Add Ancther Teacher

E Algebra 201

== Welicome

4 Add Student Names

5 Design Student Spaces

6 Preview

7 Done

& Jacob Jamieson

Click the notebook name link to open your clasg€book in OneNote. As soon as the notebook is ready
your students, email the hyperlink shown in thé bex to your class for your students to open. Kaeppy
of this link for your records or retrieve this litkter in OneNote 2013 by right-clicking the clasgebook in
the notebook list, and then clicki@ppy Link to Notebook.

TIP The same link is used by everyone in one claasdess the class notebook. If you make notebaoks f
several classes, each link will be different.

mg‘; OneNote Class Notebook Creator

Done! Click the following link to open the Notebook:

1 Add Notebook Name

2 Notebook Overview
B Aigebra 201
3 Add Another Teacher

4 Add Student Names Share this link with your students!
This one link will give them access to their own notebook along with the Collaboration Space and Content Library

5 Design Student Spaces onenotethttps://demotenantd.sharepoint.com/sites/demo/EduOneMoteAppDocuments/michtho@demotenantd.om

6 Preview Back to home

7 Done



TIP  You may wish to add content by placing it in @entent Library before inviting your students teap

the class notebook. Keep a copy of the link in yeaords while you prepare the notebook, then stharénk
with the students when ready.

Get links to any class notebooks you have

To find any link to a class notebook that you hammply launch the app and click t@et Notebook
links button.

Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

=l

Create a class notebook Add new students Add another teacher

Get notebook links

View user guide

This will bring up a page that has all class notddsacreated by you and a link to each one. Sdiedirik,
pres€TRL+C to copy it, and then paste the link into an enwajfour students.

Help your students find their class
notebook

Students can find all new class notebooks on theaDrive for Business inside tared with mefolder.
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For class notebooks created on a class ShareReirgtadents can find all of their class notebdmkgoing to
theClass notebooksntry in theQuick Launch navigation pane for SharePoint on the left sidéhefscreen.
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