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Tips for working on OneNote notebook            dated 11th Sep,2023     
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1.  Personal OneNote Notebook  

 
When you are creating new materials, it is preferable to work in your personal notebook, so pages do not get 
deleted accidently, especially when a group of people are working in the same notebook. To be on the safe 
side always make a copy of the notebook page.  
 

2.  Deleted pages 
 

 
 
If pages get deleted accidently, then RIGHT click on the notebook, and go to VIEW DELETED NOTES and there 
is a possibility that you can find the deleted page there.  
 

3. Syncing a OneNote Notebook 
 

 
 
When you have distributed pages for your class and students do not receive the pages, then right click on your 
notebook and click on sync → sync this notebook.  
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4. Title page 
 

 
 
The first page could be a Title page. Copy and paste your image on the page.   
 

5. Set picture as background 
 

 
 
If you do not want the image to move, then right click on the image and click on: Set picture as Background. 
 
 
 
 

Type in: Title page 
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    6.  Year planners 

 
 
The second page could be the year planners. Teachers choose the planner for the class and delete the planner 
they don’t need, before distributing the page to the class. 
 

7.  Index page 
 

 
 
The next page could be an index page to quickly gather information both for students and teachers. 
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8.  Blank template 
 

 
 
Can customise the page template and copy the template page so that all lessons have a consistent layout.  
 

9. Text containers OR Note containers 

 
 
Text containers OR Note containers are boxes that appear automatically on the page when you start typing. 
One box is preferable so that the boxes do not overlap when students type in the answers.   
 

One Text 

container  

=  

One grey 
box  
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10. Skills checklist – For teachers’ use 

 
 
A skills checklist page could be of help when planning a topic as it provides an overview of the skills we need 
to incorporate into the lesson, instead of relying on our memory.  
 

11.  Scheme: Teachers’ use 
 

 
 
An outline of how the curriculum will be delivered. 
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12.  Section and pages on OneNote 
 

 
 
Add section – Adding different topics within the subject. Eg: Nature of Science, Physics, Chemistry, Biology etc   
Add pages – Adding lessons within the same topic. Eg: Chemistry – lessons1, 2,3 etc.  
 

13. Page colour and Margin  
 

 
 
Page colour – Click on page colour and choose the colour you want. 
Rule lines – Helps to have a margin for the page. 
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14. Cloze Activity 
 

 
 

 

Students to 
type in the 
answers in 

the middle of 
the line so 

that the 
answers can 

be seen. 


