
Accessing Learning from 
Home Resources
WORKING WITH ONE NOTE



Check to see if you have OneNote  
installed locally on your computer

 Please search your programs to see if you have a local version of OneNote 
installed on your computer.

 If not, EQ students have access to a FREE version of Microsoft Office 
(OneNote is part of the MS Office package).

 Download and installation instructions can be found at 
https://learningplace.education.qld.gov.au/microsoft-office-software

 NOTE: Students will need their school username and password to access 
the above site. They may also need their school email address to 
download MS Office.

https://learningplace.education.qld.gov.au/microsoft-office-software


Click on the link to access your notebook

The online learning links 
for each subject can 
be found in the PDF 
document that was 
emailed to students 
and parents on 
18/04/2020.



Select Open in App
Opening your notebook in 
the app will download it to 
your device. This will save you 
opening it online and 
essentially  downloading it 
every time you use it. 
Opening and viewing 
documents is also easier.

NOTE: The OneNote does not 
need to be fully downloaded 
on the website before you 
click “open in app”



Selecting the app you wish to use

Uncheck this box if you 
are unsure which app 
you want to use.
Each app has a 
different layout. See 
next two slides for 
details.



Selecting the app you wish to use This app gives you the 
sections across the top 
and pages down the 
right hand side as 
shown below. It also 
gives you more 
features and options.

Sections

Pages



Selecting the app you wish to use This app gives you 
both the sections and 
pages down the left 
hand side as shown 
below. It gives you less 
features and options 
of OneNote 2016.

Sections

Pages



Select which app you wish to use
Once you’ve decided which 
app you wish to use, put a tick 
in the “always use this app” 
box and select the app you 
wish to use.

You may be prompted to sign 
in. Please use your school 
details (ie email, username, 
password) to do this. Select 
“school/work account” if 
prompted.



It will then download your OneNote in 
the app you selected

201-X Version Windows 10 version
NOTE: You will have to 
repeat the above 
process for each 
OneNote you need to 
download!



Accessing your notebook from now on

Open/select your chosen 
app. You’re good to go!

201-X Version Windows 10 version

Open the start menu 
or press the windows
button. 



To navigate between different OneNotes
Left click on the name of the OneNote and 
each notebook that you’ve downloaded 
will appear. Click on the OneNote you wish 
to access.



Syncing your OneNote with the web version
When you connect to Wi-Fi, you can sync your 
OneNote(s) and receive any updates to the 
content. Right mouse click on the title (in this case it 
is CN10 Math) and then select “sync this notebook 
now” (will sync the individual notebook). If you click 
“notebook sync status” you will see when your 
notebooks last sync’d and you can sync them all 
from this window.



Accessing your notebook from now on

 Your notebook is now saved locally to your device within the 
OneNote App.

 You can open and use your notebook at any time – no need for an 
active internet connection.

 Your notebook will automatically sync any new content or changes 
when you connect to the internet next time or you can ask it to sync 
by using the instructions in the previous slide.

 Happy learning! 
 Contact IT Support for further troubleshooting: 

2323_ITSupport@eq.edu.au

mailto:2323_ITSupport@eq.edu.au
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