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Elements of this syllabus are subject to change. 

About this course 
The skills acquired by working through this publication will enable you to 
effectively use Microsoft OneNote 2016 to research, capture, organise and 
share information. 
 

At Course Completion 
After completing this course, students will be able to: 
 

 start OneNote and open and navigate notebooks 

 create a new simple notebook 

 work with sections and pages in a notebook 

 add various forms of content to a notebook 

 gain an understanding of working with linked notes 

 create and use Quick Notes 

 apply formatting to note text 

 work with note containers 

 create and work with an outline 

 work with tables 

 use the drawing tools to create basic drawings 

 create and work with tags 

 search in notebooks 

 create and work with a custom template 

 apply page formatting 

 print and export notebooks 

 work with the security features in OneNote 

 share and work on shared notebooks 

 work with the Outlook integration features in OneNote 

Prerequisites 
Microsoft OneNote 2016 assumes little or no knowledge of the software. 
However, it would be beneficial to have a general understanding of personal 
computers and the Windows operating system environment. 
 
 

Course Details 

Course Code: INF1644 

Duration: 1 day 

Notes: 

 This course syllabus should be 
used to determine whether 
the course is appropriate for 
the students, based on their 
current skills and technical 
training needs.  

 Course content, prices, and 
availability are subject to 
change without notice. 

 Terms and Conditions apply 
 
Links: 

 View this course on our 
website 

 View the course schedule 

 Enquire about this course 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Academy IT Pty Ltd 
Harmer House 
Level 2, 5 Leigh Street 
ADELAIDE 5000 
 
Email: sales@academyit.com.au 
Web: www.academyit.com.au 
 
Phone: 08 7324 9800 
Brian: 0400 112 083 
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