What is a folder in OneNote? 
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	A way of organizing sections.
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	A way of organizing pages.
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	Another name for an .one file.
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	Something used for filing papers.


What is a section in OneNote? 
	[image: image5.wmf]
	A subunit of a page.

	[image: image6.wmf]
	A way of organizing folders.
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	An optional method of organization.
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	The basic unit of organization in OneNote. Pages are kept in sections. 


Which of these is optional in OneNote?
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	Page.
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	Section.
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	Folder.


To save your notes in OneNote you:
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	On the File menu, click Save. 
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	Click the Save button.
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	Press CTRL+S.
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	There is no Save command in OneNote; it saves automatically as you work. 


As you learned in the practice session, how can you see the folder structure in the OneNote window?
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	Click the arrow next to the folder name at the top left of the page.
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	Go to My Documents and open the My Notebook folder in Windows Explorer.
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	Scroll along the tabs at the top of the page to see all the folders and sections.
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	On the View menu, click Folder list.


To use OneNote you must have:
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	Either a keyboard or an inking device (or both).
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	A Tablet PC.
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	A keyboard.
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	An inking device.


A folder in OneNote is:
	[image: image24.wmf]
	An organizational aid that keeps groups of pages together.
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	An optional organizational aid that enables you to group similar sections together.
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	An area in My Documents where OneNote files are kept.
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	Somewhere to keep all the paper notes that you print.


True or false: you can have only one My Notebook folder.
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	True

	[image: image29.wmf]
	False


You want to be able to flag some notes with a Shopping List check box. What do you do?
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	Nothing, OneNote comes with a Shopping List note flag predefined.
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	Use the To Do flag and type "shopping" at the start of each line.
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	Use the Modify button in Customize My Note Flags task pane to modify a flag.
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	It's impossible. You can only use the flags that already exist.


You want to create a summary page of note flags, but you only want to include unchecked items. What do you do?
	[image: image34.wmf]
	Select the Show only unchecked items check box in the task pane before creating the summary page.

	[image: image35.wmf]
	Create the summary page and then delete the items with checked note flags.

	[image: image36.wmf]
	Go through your notes and remove all the checked note flags. 

	[image: image37.wmf]
	The unchecked and checked items are listed separately so you can use the minus sign to close the checked items before creating the summary page.


How do you remove a note flag?
	[image: image38.wmf]
	On the Format menu, point to Note Flags, and then click (or tap) Remove Note Flags from Selection.

	[image: image39.wmf]
	On the Standard toolbar, click the arrow next to the Note Flag button, and then click (or tap) Remove Note Flags from Selection.
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	On the Note Flags toolbar, click (or tap) the Remove Note Flags from Selection button.
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	All of the above.


If you're an account representative, which of these methods should you use to organize your notebook?
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	With separate folders for each client. 
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	In order by date.
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	With a separate section for each client.
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	Any old way you like. 


You should choose the notebook structure from this lesson's examples that is most like the way you work, and you should use that structure for your notebook.
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	True

	[image: image47.wmf]
	False


To have a truly organized notebook you must use folders.
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	True

	[image: image49.wmf]
	False


What does the See Playback button do?
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	Plays back a recorded video note.
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	Highlights text that was written as the recording was made.
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	Converts an all-audio (.wma) file to a video (.wmv) file.


You want to get to the section of your recording that's related to a text note; what's the best way to do this?
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	Click the text note and the Audio gauge will jump to that part of the recording.
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	Play the recording from the start until you get to the right bit.
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	Use the forward arrow on the Audio gauge until you're in the right area.


If you're recording a two-part lecture, how do you ensure that the second audio or video note starts at the end of the first?
	[image: image56.wmf]
	Just go to the same page and start recording again.
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	Play the first audio or video note, and then start recording when it finishes.
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	You can't have two recorded notes on one page.


On which menu is the Research command?
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	On the Tools menu.
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	On the View menu.
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	On the Data menu.


What's another way to open the Research pane?
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	Press SHIFT and click a word in your document.
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	Press CTRL and click a word in your document.
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	Press ALT and click a word in your document.


You can have different Office programs open at the same time with their respective Research panes doing different things. 
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	True
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	False.


In the practice you learned that if you misspell a word in the Search for box, you should try clicking _____.
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	Can't find it?
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	Research options.


You've decided on a new structure for your notebook. How should you start? 
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	Delete all existing notes, sections, and folders.
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	Create a new structure and then move all existing notes into it.
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	Create a new structure and use it for all notes from now on. Archive any old notes.
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	Do what makes most sense. Either move existing notes or just use the new structure from now on.


What's the fastest way to move a page within a section?
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	Right-click the page tab and then click Move Page To.
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	Cut the page from the present position and paste it into the new one.
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	Drag the page tab and drop it into the desired position.


How should you move a page from one section to another section? 
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	Right-click the page tab and then click Move.
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	Cut the page from the section it's in, and paste it into the new section.
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	Drag the page tab and drop it into the desired position.
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	You can't move a page from the section where it was created.


How can you delete a section most quickly?
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	Delete all the pages in the section, and the section will automatically vanish.
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	Right-click the section tab and then click Delete.
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	Open Windows Explorer, find the section as an .one file, and delete that.
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	On the View menu, point to Section, and then click Delete.


What's the simple way to move a folder?
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	Right-click the folder tab and then click Move.
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	Go to Windows Explorer, find the folder, and move it in that window.
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	In the folder and section list, drag the folder to the position you wish.
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