INSTRUCTOR GUIDE TO

ONENOTE
CLASS NOTEBOOK

How to use the new integration in your Blackboard course

Microsoft's OneNote Class Notebook (a.k.a. OneNote Classroom) is now available in Blackboard Learn. The OneNote Class
Notebook has all the features you expect with OneNote, plus it has private sections that only instructors and their individual

students see.
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WHY USE ONENOTE FOR EDUCATION?

With Microsoft OneNote, educators can create notebooks that help them stay organized, deliver curriculum, and collaborate
with students and colleagues. OneNote’s Class Notebooks provide a personal workspace for every student, a content library
for handouts, and a collaboration space for lessons and creative activities. Features include:

e Assemble, search, and sort content - Keep your lesson plans and course content in a OneNote digital notebook.
and use its powerful search to find what you're looking for — even text in pictures or handwriting!

e Create interactive lessons - Embed existing lessons and gather web content in your class notebook to create
custom lesson plans, and include audio and video recordings to create rich, interactive lessons. Students can use
powerful drawing tools to highlight, annotate slides, sketch diagrams, and take handwritten notes.

e Collaborate and share - The collaboration space encourages students to work together as the instructor provides
real-time feedback and coaching. By searching for tags asking for help, instructors can give instant feedback to
students who are struggling. Provide individualized support by typing or writing directly in each student's private
notebook.

e Distribute and collect assessments - The class notebook makes it easier to assign and collect homework,
quizzes, exams and handouts; Students go to the content library to get their assignments, and can work on and
submit them in one place.

e Secure and share cross-platform files - Your notebooks are saved automatically and can be viewed from any

devices, online or offline.

HOW TO USE ONENOTE IN YOUR COURSE

First, make sure the tool is available in your course:

1.Log in to your course and scroll down to Course Management (menu in the bottom-left).
Control Panel

_ 2.Click Customization to expand the menu.
Lontent

3.Click Tool Availability to open the tool settings page.

Course Tools

Evaluation 4.Check to make sure the tool is turned on (the box next to OneNote Class Notebook should be

Grade Center checked), and click Submit to save your changes.

Users and Groups

My Reparts

Customization yRep

Enrollment Options Obzerver
Guest and Observer Access

Properties OneMote Class Notebook

Quick Setup Guide

Teaching Style Pearson's MylLab & Mastering {Content)
Tool Availability

Pearsnn's Mul ah & Mastering (Tanls) m
Packages and Lh

tk Submit to fimish. Click Concel to quit.
Help

Y77 UNIVERSITY OF NORTH DAKOTA



Add a, Notebook link to your course:

1. Navigate to the content area where you would like to add the OneNote Class Notebook.

2. In the menu bar (at the top of the page), click Tools, then click More Tools, and select OneNote Class Notebook. This
will open the notebook set-up page.

3. On the Create Link: OneNote Class Notebook page, provide a name and specify additional options, if desired. Click
Submit to save your settings.

4. A link to your new notebook will appear in the content area that was selected in step 1.

‘nts Partner Content

Discussion Board
Blogs

Journals

Wikis

Groups

Tools Ares

MH Campus UNDTEST
Achievements
GoReact

Pearson's MylLab & Mastering
(Content)

Access WebAssign
Achievements
Announcements

Basic LTI taols

Blackboard Collaborate Ultra
Blackboard Help

Blue Pulse

Calendar

Cengage Learning
MindLinks™ Tools

Contacts

Discover Content

LiveText 350 Tool

McGraw-Hill Higher Education

My Grades
My Reparts
OneNote Class Notebook

Pearson's M
{Toals)

stering

Portfolios
Portfolios Homepage
Proctorld UND

Roster

Create Link: OneNote Class Notebook

a required field

LINK INFORMATION

+ Link Name
Example Notebaok

Color of Name

[ | Black

Link

Tool: CneNote Class Noteboak

Cengage Learning Content Market Tools Simple Syllabus Text
MindLinks™ For the toclbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

Course Evaluations and Smarthinking UND -
Basic LTI Tool Surveys s B I Y & raegeeh v | Al M Y=Y

Starfish

WileyPLUS Course Messages . = v AV 2 v L %D Q $ ¢ = =T =ZE =&
VaiceThread -UND Digication a

g TurningPoint Registration- XX L E AT — & Yy 1T QR B
MeGraw-Hill Content Ema UND

et Decaver o PEBHERE 3ED oFn ©®0 0 0
More Tools

Glossary WileyPLUS

Goal Performance Zoom - UND

Hoonuit tool myBusinessCourse

Click Submit to proceed. Cancs

Set Up the Notebook you just linked:

1. Click the link to the Notebook to begin setup. You may be prompted to log in to your O365 account; just click Sign in
to OneNote, and this will open the Notebook set-up page.

OneNote

Welcome to OneNote Class Notebook

Sign in with your Office 365 account from your school to get started.

Build Content As: ts Tools

u Example Notebook

This is an example description.

Sign in to OneNote:

Note: You should automatically be logged in to your UND email/Office account — you should see the Office365 menu
bar at the top of the page, with your initials/icon and account settings available in the top-right. If you are prompted to
log in, use your first.last@NDUS.edu account.

2. By default, the course name (as it appears in Blackboard) will populate in the “What’s the name of your class?” field.
You can keep or change this title, then click Next.

Y77 UNIVERSITY OF NORTH DAKOTA



Example Test Course OneNote Class Notebook

Add Notebook Name

»

by

i f
o TYVYY (7 P P . CTENY, .

(© What's the name of your class?

Notebook Overview This will be the name of your class notebook

Add Another Teacher

| Example Test Course

Add Student Names

Design Private Spaces

6 Preview

Done

3. You will see an overview of the sections (tabs) that will appear in the notebook. This page only describes the

notebook’s tools — customization will be available in later steps. Click Next to continue.

Collaboration Space

Students and teachers can work together

Content Library

Publish course materials to students

Teacher-Only Section

A private space for teachers

Student Notebooks

A private space for each student

R
A

% 20

Teacher can edit the content

Student can edit the content

Teacher can edit the content

Student can only view the content

Teacher can edit the content

Student cannot view the content

Teacher can edit the content

Student can edit his or her own content and can't
view others' notebooks
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4. Optional: You may grant another instructor access to the notebook (must already be enrolled in your Bb course site).

Click Next to continue.

(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

| Enter names or email addresses... |

5. OneNote will prompt you to add students to the class notebook, but because you're building this in Blackboard, that
information can be pulled over automatically. Use the first option, “Automatically add students from your LMS as they
access this notebook”, to allow access to all users enrolled in your course. Note: Users should access this class
notebook from the link in Bb (or the emailed announcement link) to be added to the notebook’s user list.. Users may be

added or removed later using Enrollment Management. Enroliment Management. Click Next to continue.

@ NO'\‘.-'-J: W

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

nat are your students' names?

® Automatically add students fram your LMS as they access this notebook @

O Type or paste your students' names (separated by semicolon) to add them to the class notebook

6. This step allows you to customize what every student sees in their own private section of the notebook: rename

sections by clicking their titles, add new sections using the Add + Add Section tool, or delete a section by clicking the

‘x’ to the right of its title.

(© Almost there! W
space?

nat should be inside each student's private

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

Handouts x
Class Motes

X
Homework x
X

Quizzes
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7. Preview the teacher’s view of your notebook, and see how it will appear to students by clicking the Student’s
notebook button. Sections set up in the previous step will appear in the preview window. If you need to make changes,

click the arrow (top left) to go back and edit the sections, or click Create (in the bottom-right) to save your changes.

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

Teacher's notebook  Student's notebook

E. Example Test Couse

‘ Welcome
‘a _Coliaboration Space
. Content Library

Student’s section group

Quizzes (test - edited na...

Test - Added Section

8. After you click Create, the class notebook will take a few minutes to render. A confirmation message will appear when

the notebook is ready, and an email naotification (with a link to the notebook) will be sent to students.

Your notebook Example Test Course is ready for you!
Open in OneNote  (Open in OneNote Online)

Copy the links above to share with your students.

Class Notebook Add-in

Th n for

stribution,

NCTE: OneNote for Wi
builtin.
Download the Class Notebook Add-in
Setting up OneNote class notebook... Learn More
This may take a few minutes. Te] Get interactive training Follow us on Twitter
&L OneNote for Teachers OneNoteEduy

.

Back to home

Note: Mac and OneNote for Windows 10 users do not need to download the Add-in — it will show up automatically
after you create or open a Class Notebook. Other users can use the download link and install the app, then close the
application in order to complete the setup. Please see the final section of this guide for more information about viewing

and installation options.
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9. The setup is now complete. You can now view the notebook you just created. Click Open in OneNote to open the
notebook using the desktop application, or Open in OneNote Online to use in the browser application. Students will be
able to access the notebook using the link you created in Blackboard, which will prompt them to open with the local
application or browser app. They can also use the link in the notification email or a link you send them from the Manage

notebooks menu in the settings.

Access the Course Notebook from Your Bb Course Site:

1. Return to your regular course site in Blackboard (using the ‘breadcrumbs’ link in the top-left corner of the page). To
access your notebook, click the link you created in your Blackboard Content Area. For students, this link simply opens
your course notebook, but instructors will see an additional menu with administrative tools and settings. Click Open

your Class Notebook to view the notebook you just created.

OneNot
neote asdfasd

Build Content Tools I5 5 1 CTeDoOK You Creata

Example Notebook

This is an example description.

Add or remove students

Manage notebooks

2. Depending on your computer’s settings, the notebook will open in either the desktop or browser version of the OneNote

app. Different menu options may be available, depending on which version of OneNote you're using — please see the
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following section for more information about installation and viewing options.

OneNote asdfasd A
File Home Insert Draw View Help Class Notebook Open in Desktop App @ Tell me what you want to do Cs |5} Share
v [ v |[segoeun Ve v B I U £y AvE A o EviEv o by By ®v B

i asdfasd - :
. " Welcome to Class Notebook

/O ' Welcome Welcome to Class Noteb...
> Collaboration S| FAQ : OneNote Cl: No... . .
S @ Onenote Class 1o Your OneNote Class Notebaok is a digital notebook for the whole class {
> _Content Library Try out a Staff Natebook handwritten notes, attachments, links, voice, video, and more.

> _Teacher Only Each OneNote Class Notebook is organized into three parts:

1. Student Notebooks — a private space shared between the teacher and each inc
access every student notebock while students can only see their own.

2. Content Library — a read-only space where teachers can share handouts with s

3. Collaboration Space — a space where everyone in your class can share, crganiz

Get hands-on, interactive training:
Getting Started with Class Notebooks

Need assistance? File a support ticket at:
https://aka.ms/EDUSupport

Suggestions or feedback?
p://onenote.uservoice.com -
Add section Add page http://onenote.uservoice.com

3. If you created more than one notebook, you can switch between them using the drop-down menu with the notebook’s
title (in the top-left). Click Open in (Desktop) App to toggle between browser and desktop versions of OneNote
Manage access using the Add/Remove Students button (in the top menu bar).

4. You can now edit the notebook’s contents to customize it for your course! For more information about how to use
OneNote’s class notebooks, please see the OneNote for Education help page.

Installation & Viewing Options:

One Note Desktop Application - Your OneNote class notebook should open in the browser automatically, but if you would

like to use the desktop version of the app, downloaded it here. Then select the Open in Desktop option (see below image)
when opening or editing the notebook.

HH OneNote asdfasd

File Home Insert Draw View Help Class Notebook Open in Desktop App Q  Tell me what you want to do

v Ov|segeu s ] B I U £v A S A o | E=viEv o | By B
IN B asdfasd ~

Welcome to Class Notebook

p ' Welcome Welcome to Class Noteb...
> _Collaboration FAQ : OneNote Class No... . .
SAslEE s Q: OneNote Class No Your OneNote Class Notebook is a digital notebook for the
> _Content Library Try out & Staff Notebook handwritten notes, attachments, links, voice, video, and mo

> _Teacher Only Each OneNote Class Notebook is organized into three parts:

> Olseon, Caitlin .
1. Student Notebooks — a private space shared between the teact
access every student notebook while students can only see theit
2. Content Library — a read-only space where teachers can share |
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https://onenoteforteachers.com/
https://www.onenote.com/download

Optional - Download the Class Notebook Add-in - This add-in includes additional tools for classroom use, such as a built-
in menu to distribute pages, review student work, and integrate your notebook with Blackboard. Mac and OneNote for
Windows 10 users do not need to download the Add-in — it will show up automatically after you create or open a Class
Notebook. Compare your window with the image below to see if you already have access to this add-in/toolbar — if not, you

can download it here.

After installation, the OneNote 2016 client application displays a new tab with new menu options available:

File Home Insert Draw Histary Review View Help Class Notebook

[ & =3 =] i a - i [N
- = = i al = i m
Distribute Distribute New  Distribute Review Student | Create Class Add/Remove Add/Remove Manage Connections Professional Help and
Page ~ Section~  Content Library Work v Notebook Students Teachers Notebooks v Development ¥ Feedback v

Content Review Manage Connections Resources

What if | choose not to install the add-in? These same menu options appear when you launch the OneNote Class

Notebook in your browser. Later, if you decide later to install the Class Notebook add-in, please see this download page.
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https://support.microsoft.com/en-us/office/install-class-notebook-add-in-for-onenote-app-8d30736e-39ac-40d4-84a9-d6a0b2138182
https://support.microsoft.com/en-us/office/install-class-notebook-add-in-for-onenote-app-8d30736e-39ac-40d4-84a9-d6a0b2138182
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