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This page shares quick tips and clever tricks to help you get more out of
OneNote. Whether you're a teacher, student, or just trying to stay
organized, these ideas can make your planning and note-taking easier.

Embed Word/Excel Online

Paste the URL from your web-
based Word or Excel doc to embed
it directly into a OneNote page

Using the desktop app, you can set
the page dimensions to A4 so
content doesn’t get cut off when
printing.

Set Page Size to A4:

Use a screen snipping tool to paste
visual references. OneNote auto-
adds the source link when copying
from the web.

Install the Chrome addon to clip
full web pages into OneNote with
one click.

Snip & Clip Content: OneNote Web Clipper:

Annotate PDFs:

Insert PDFs as printouts to write or
draw on them. Use LiquidText or
Edge for large files, as OneNote
may lag.

Quickly remove multiple pages
using the same method as
distributing pages in Class
Notebooks

Mass Delete Pages:

Use a repeatable template with
lesson objectives, daily breakdown,
and embedded resources like
PowerPoints and links.

Store all course materials here
before releasing them in the Content
Library gradually to avoid cognitive
overload.

Lesson Templates: Teacher-Only Section:



Customize the default structure to
match the Content Library, making
it easier for students to organize
and locate material.

After inserting a worksheet or image,
set it as the background so students
can draw or write over it cleanly.

Student Sections: Set Background Images:

Use 'Review Student Work' under
the Class Notebook tab to quickly
scan through student submissions.

Keep a ‘Quick Notes’ section in each
notebook to jot down fast thoughts,
to-dos, or reminders during meetings
or calls.

Check Homework Efficiently: Use Quick Notes Sections:

Try out these tips to make your workflow smoother, get students more
involved, and take better notes. OneNote is super flexible, so make it
work your way, whether you're teaching, learning, or just staying
organized. Below is an example of how a weekly lesson plan template
can look when built in OneNote.

EXAMPLE SECTIONEXAMPLE SECTIONEXAMPLE SECTION
This how a weekly lesson plan template can look when built in OneNote.



This OneNote team page starts fresh each month with a main overview
that includes events, meetings, and a table for absences. It’s all linked
to that month’s weekly agendas.

This is a OneNote notebook used for teacher planning. Each page
usually includes goals, a work list, and both learning and assessment
criteria. It’s useful for any grade level or subject.
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