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3. Inserting Files and Creating Links

In this chapter you will get started with creating a movie list and adding all kinds of
media to it. First you will learn how to insert images that are stored on your
computer, then you will search directly for images from within OneNote and add
these as well.

Furthermore, you will learn how to change the stacking order of the images and
rotate and mirror photographs. In addition, you will insert and attach documents and
compare the differences between them.

You will also learn how to make screen shots, insert them, and copy text from the
images. With a webcam or microphone at hand, you can also insert audio and video
files. And finally, you will learn how to make calculations in OneNote.

In this chapter you will learn how to:

copy content from websites and paste it in OneNote;
insert images from your computer;

delete images;

insert online images;

move and edit images;

insert and link documents;

make screen shots and insert them;
convert text from images into editable text;
record audio;

record video;

make calculations.

“ Please note:

In order to work through the exercises in this chapter, you will need to use the
practice files made for this book. You can download these files from the website
accompanying the book www.visualsteps.com/onenote2016. In Appendix B
Download the exercise files you can read how to do this.
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3.1 Copy and Paste Text and Images from a Website in
OneNote

The Internet is a source of information. It can be interesting to incorporate some
online text or visual information into your notebook. This may be convenient if, for
example, you want to collect your favorite recipes, plan a trip or make a list of your
favorite movies. In this chapter you start by adding information about a movie from a
website. You will be using an exercise file for this purpose:

IS Open OneNote &1

I~ Open the Movies notebook from the Exercise files OneNote folder t%ﬂl
You can see the notebook:

==~ Make a new page
called “Crash” &°

You will now look for information about a movie on the website. In this example the
website www.imdb.com is used for this purpose. You will copy the text to the movies
list in OneNote. First you will dock OneNote on the desktop and then open the
website:

IS Dock OneNote on the desktop %2>
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=" Open the website
www.imdb.com &13

The website is on the left-
hand side and OneNote on
the right-hand side of the
screen:

If you do not see this happen,
you can place the browser on
the left/hand side of the
screen yourself.

You can search for the movie Crash:

In the search box:

5 Type: Crash

Some search results will
appear:

(B Click
Crash (2004)
Don Cheadle, Sandra Bullock

The webpage with information about the movie appears. Now you can copy some
text:

Get Ready for AFI FEST 2016

B Drag the scroll bar
downwards

==~ Select the text “Over a
thirty-six ... femail...”
Q{QIZ

(B Right-click the text

B Click COPY
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You can paste the text in OneNote:

In the window of OneNote:

CB Right-click an empty
part below the title

alls

i
(B Click &

The text is now in OneNote.
You can return to the Normal
display:

B CIick“'-'llI-||II

OneNote remembers the web
address from where you

copied the text and adds that |5
automatically as a source link ... e
underneath the text. Thisisa | L e
setting that can be turned off ;
later, if desired.

Over a thirty-six hour period in Los Angeles, a handful of disparate people’s lives
intertwine as they deal with the tense race relations that baelie life in the city. Among
the players are: the Caucasian district attorney, who uses race as a political card; his
Caucaslan wife, who, having recently been carjacked by two black men, believes that
her stereatypical views of nen-whites is justified and cannot be considered racism; the [+
two black carjackers who use their race both to their advantage and as an excuse;
partnered Caucasian police constables, one who Is a racist and uses his authority to
harass non-whites, and the other who hates his partner because of those racist views,
but who may have the same undaerlying values subconscious; a black film
director and his black wife, who believes her h doesn't support their black
background enough, especially in light of an incident with the racist white cop;
partnered police detectives and sometimes lovers, one Hispanic female ...

Now you can add an image as well. You can do this from the same website. Again
you first have to dock OneNote:

DS Dock OneNote on the desktop %725
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In the browser window you

first delete the text selection:

B Click outside the
selected text

CB- Drag the scroll bar

upwards

@

Right-click the photo

Click €opy

@

In the OneNote window you:

B Right-click below the

Crash

text

(B Click =

The photo is now inserted in
OneNote and you can return
the Normal display:

(B Click "4

You see the result:

B If necessary, drag the

scroll bar upwards

oxl = # & Crash

Movies » [l

Add Page

Crash

Over a thirty-six hour period In Los Angeles, a handful of disparabe people’s lives
Intertwine as they deal with the tense race relations that belie life in the city. Among
the players are: the Ca
Caucasian wife, who, ha -
TETeotypIcal views of non- s justified and cannot be consider
two black carjackers who use their race both to their advantage and as an excuse;
partnered Caucasian police constables, one whao Is a racist and uses his authority to
harass non-whites, and the oth hates his partner because of those racist views,
but who may have the same underlying values in his subconsclous; a black film
director and his black wife, who believes her husband doesn't support their black

district attorney, who uses race as a Is
antly bago

background encugh, especially in light of an incident with the racist white cop;
partnered police detectives and sometimes lovers, one Hispanic female ...

|
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You can see that by copying text from websites you no longer have to rely solely on
typing texts yourself. This way you can copy and combine a lot of interesting
information from web pages.

=" Close the window of the Internet browser (-%;10

“ Please note:

Just like books, websites often feature copyrights. If you want to copy text and
information from web pages and share this with others by print or digitally later on, it
is advisable to ask for permission from the webmaster or owner of the website.

3.2 Inserting Images from Your Computer

It may be a cliché, but a picture is worth a thousand words. In this section you will
learn how to insert images from your computer into your notes. First open the Hotel
Rwanda page:

€ Open the page Hotel Rwanda go16
You can now insert an image:
B Click anywhere to the

right of the description
text box

. Insert
(P Click the tab
[C' . P

e

(B Click Pictures

“ Please note:
Please be sure to click outside the text box. If you click inside the text box, the
image would be placed on that spot.
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