OneNote-Moving a OneNote to another Leader

These directions explain how to move a OneNote Notebook from one Leader to another.

Share Notebook with New Leader

1. Open the OneNote which needs to be shared.

2. Add the new leader(s) to the current school OneNote by clicking
the Share button in OneNote online.

Share x
3. Choose to share with Specific People.
Link Settings
17-18 Kennedy
4. Click Apply Who would you like this link to wark for? Leamn more
Anyone O
5. Type in the name(s) of the new leader(s). People in Cobb County School €
@ People with existing access (O
.:'Z':} Specific people O e
Other settings
OR Allow editing

m ca " EI

6. From OneNote 2016, click on File.

7. Select Share.

8. Type in the name(s) of the new leader(s).

9. Click i

A O
Sha re o® . Type a name or email address to invite someone
eg» Share with People B oo

GO  Geta Sharing Link

Eﬂ Share with Meeting
e

B Move Notebook Require user to sign in before accessing document
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New Leader Creates a New OneNote Notebook

Office 365 OneDrive

Log into Office 365 from any web browser.
L Search everything T Upload ~
Open OneDrive. 2 Folder

) Word document
Navigate to the location in OneDrive that you want

to store the notebook.

@) Excel warkbook

&) PowerPoint presentation

@I} OneNote notebook

@) Forms for Excel

Click New and OneNote Notebook.

o Conii e A [E] Link
Type in the name of the notebook. Cabb County School Disrc i

Click Create.

OneNote notebook

Enter your new name ‘

]

*The new leader can also create a New Team and use the notebook created with the Team.

New Leader opens both OneNote Notebooks in OneNote 2016

©2017

Open the new Notebook from the online version to OneNote 2016 by clicking on Open in

OneNote.
Note: You may be prompted to choose an app, choose OneNote 2016.

Open the shared notebook in OneNote 2016.

Open In OneMote
Note: You will be able to click on the link in the email sent to you to open in online

version. Choose Open in OneNote to open in OneNote 2016. If you do not have the email, you can access your
notebook in OneDrive, Shared with Me OR in Office 365, OneNote Notebooks, Shared tab.
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Copy Sections to New Notebook

1. Right click on the section you want to copy to the new
notebook.

2. Select Move or Copy.

3. Choose the name of the new notebook and its
appropriate location.

4. Select Copy.

Change Permissions of Original Notebook

Digital Leadership PLC 2018-19 + = PLC Exa
Rename "

right
click
and
seIeCt = MNew Section Group
Copy Password Protect This Section...

Section Color

. MNew Section

Move or Copy Section X

Move or copy section “Digital Leadership PLC 2018-19" into a notebook or
after a section:

2

-

18-19 Kennedy
17-18 Kennedy
CCSD - InTech Motebook
n TTIS Team Leads 2017-18
InTech Project Team Leads Notebook 1

Digital Leadership

DigiLead 2018-18 Notebook

Digital Leadership PLC 2018-19
7 PLC Examples

PLC Implementation Handbook (read-only)

InTech Vault

2017 Cobh Connte Micrnenft Seadess

-
Cancel

1. Once the new leader confirms they have copied all needed sections, the original owner of the

original notebook can stop sharing with selected users.
2. Open the notebook from Office 365 and OneDrive.

3. Click on Share.
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4. Click on ... (ellipses).

Send Link

InTech Vau

Manage Access ‘h
Only the pg

access to edit.

Enter a name or email address

Add a message (optional)

[=]
>

Copy Link Qutlock

5. Click on Manage Access.

6. Find the name and click stop sharing.

Jill Shivertaker

Can edit ~

" Change to view o ‘
i Marc 1
Can vie"ll S:op sharing
L 3 H

Sharing Notebook with School

1. When the new leader is ready to share the notebook with the school, open the notebook in

Office 365 or OneNote 2016 to Share.

2. Choose Specific People and Apply to type in the names of the people you wish to share it to.
OR
3. Choose People in your organization and Apply. Then choose to copy link. This link can then be

emailed to appropriate recipients.

Note: Anyone who has access to the link and works within CCSD will be able to have access.
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