Setting up a new Notebook in OneNote 2010
If you are going to have students make a notebook in OneNote, keep the following in mind:

1) Go to file|new make sure the page looks like the following:  (this is OneNote 2010 be sure you upgrade or it will not match the students)

[bookmark: _GoBack][image: ]

2) Choose My Computer  and name the notebook.  Be sure the location looks identical to above:

 S:\\OneNote Notebooks\

3) Select Create Notebook.


4) It will ask if you want to email a link to this notebook.  Select No thanks.


5) Never move these folders on the s-drive.  This will break the syncing of the files.


6) If the notebook icon on the left looks like the summer school one below with a red symbol, the notebook is not syncing to the s-drive.  Any hardware failure or replacement will result in loss of all data created since last time it was synced.  To repair, right click on the notebook, select properties and then change the location to match where the folder actually exists on the s-drive.
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