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Introduction

Copyright and Usage

This document has been created by the Computer Information Agency (www.ciaops.com) and

is copyright. You are however free to distribute this document to third parties only in its
entirety and without modification. For information about using all or part of this document
aside from this please contact director@ciaops.com.

Donation

This document is provided free of charge however significant time and effort is involved in
making it available. If you have found the information contained within useful you are asked to
make a donation via http://donation.ciaops.com. Any contribution, no matter what size, is used
to help us improve the quality and quantity of our offerings.

Format

Words that are displayed with an underline can be found at the glossary at the end of the
document.

Terms

This document from the Computer Information Agency is provided as is. Every effort has been
made by the author to ensure that information provided is correct however this cannot be
guaranteed.

By using this document you hereby assume full responsibility for any risk to computer systems,
now and forever arising out of, or related to the use of this document on any computer system.

Feedback

Any feedback, corrections or suggestions concerning this document can be addressed to
director@ciaops.com. For further information about the creator of this document please see
the About section at the end.

Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
the price of a few hours of work you can have access to an ever growing library of SharePoint knowledge. It will
not only save you time and money but help you generate more revenue by teaching you about the fastest
growing Microsoft technology. Sign up today and start reaping the benefits.
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What is OneNote?

OneNote is an electronic version of a paper notebook where you can record all sorts of
information that you probably now typically keep on paper. You enter the information into
OneNote in a variety of ways including typing, copying and pasting as well as using a stylus if
available. You can also easily draw diagrams and include other graphics to enhance the
information that you save.

OneNote allows you to easily edit and relocate your information. You can quickly and easily
create more space at the bottom of a page, move a section to another location or create new
pages and sections quickly and easily. You can even have multiple notebooks for each different
type of information.

When OneNoteis i nstall ed it also installs a number
like Outlook and Internet Explorer. This allows you to easily send information like emails or web

pages directly to OneNote for later reference. As part of this clipping service, OneNote will tag

your information so you know exactly where it came from for later reference if required.

By default, OneNote creates notebooks on your local computer. It is however also possible to
save these notebooks in a shared location on a File or SharePoint server. Once the notebooks
are saved in a shared location they can be accessed by multiple people. This allows your team
to easily collaborate and share information such as emails and projects. When changes are
made they are immediately updated so that they are available to all users of the notebook.

If the notebooks are saved in a shared location it is possible to work with them offline and
update the shared copy when back online. Using this feature it is possible to locate OneNote
notebooks on shared locations on the Internet and have them available to users connected to
the Internet. When these users are not connected to the Internet they can still work on their
local copy of the notebook and update the shared copy when they return to being online.

This document will demonstrate how that ability can be configured using a freely available
shared space from Microsoft called Office Live Small Business.
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Example OneNote page

For more information about Microsoft OneNote (including a free trial download) see
www.onenote.com or see the Where to go from here? section at the end of this
document.

What is Office Live Small Business?

Office Live Small Business is a free online location that allows businesses to perform a number
of functions. Office Live Small Business features web site design tools and hosting, domain
name registration and business emails, contact manager, workspace and document
management. This document management feature allows you to store and share documents
with others across the Internet. Although Office Live Small Business can do many other things it

is the storing and sharing of documents, particularly OneNote, that will be of most interest
here.
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United States {change) @ Help 4 Feedback

Already have a Microsoft Office Live account? w

Build your site Choose a domain Add email Store and share docs

Try Microsoft” Office 2007

Store and share your FREE -ty il
documents online for free. =

| | faoffice |
If vou can get on the web, vou can get to your files—and share them with whomever you
choose. When you sign up for Office Live Small Business you'll also get Office Live
workspace, which allows you to store and share documents online for free, Mow you can
access documents from home, work or on the go - no need for flash drives ar emailing
docurnents to yourself. And working with others is faster and more efficient. Sign up now.

FEATURES

Website and Hosting

Free no cost to you! EE
Access files from anywhere *

\with SGB of free online storage and easy-to-create folders, vou can organize all of your

o i L Ll Ll

Add Custom Domains

You are able to access documents you save in Office Live Small Business from either a web

browser or directly from applications like Word, Excel and OneNote provided you have an
active Internet connection. This document will not cover all the aspects and abilities of
document management on Office Live Small Business, it will simply show you how to configure
and upload a OneNote notebook and make it accessible across the Internet so that it can be

used for group collaboration. It is recommended that you take the time to look at all the
features that are available with Office Live Small Business.

The way that Office Live Small Business stores and shares documents is very similar to the way

it is done with Microsoft SharePoint. If you therefore have an Internet accessible SharePoint
site then it is possible to achieve exactly the same result without having to use Office Live Small

Business. This document will only cover the use of Office Live Small Business and OneNote. For

information about using SharePoint and OneNote please see the Where to go from here?

section at the end.
Configuring Office Live Small Business
1. Create login

You will firstly need to create an account on the Small Business version of Office Live which can
be found at:

http://smallbusiness.officelive.com/en-us/workspace
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Unfortunately, there are other Office Live sites that do not provide a suitable URL for linking
and accessing externally, so the account must be created on Office Live Small Business.

G@f - |E] http:/ismallbusiness, officelive . comyfen-usjworkspace V| || X |Live Search
'{} ﬁﬁ‘ E] Store and share your documents online For free | Micr... I ‘ @ s @ W @Page ~ @TUUB ~
|
United States (change) ) Help &) Feedback
Go to yvour Microsoft Office Live | W =
[ 4 p—
Choose a domain Add email Store and share docs
Sprint
nd Sha re you r Makes almost any spot hot.
e web, you can get to your files—and share them with whomever you
Eign up for Office Live Small Business you'll also get Office Live
llows you to store and share documents online for free. Now you can
rom home, work or on the go - no need for flash drives or emailing
elf. And working with others is faster and more efficient. Sign up now. FEATURES
:|
7 Ll ]iu
& Internst & 100% T

are and share your., ..

Once on the site click on the Get Started Free graphic on the right hand side of the window.
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(_ Microsoft Office Live Sign-up - Windows Internet Explorer

6\::” - |E] https: [ isignup, officelive, comy SignupDefault, aspex? sku=5BBasefsignup: V| % | || X% |Live Search
W T3 Microscft Office Live Sian-up I ‘ - B =y v |ik Page + () Tools -
o Micresedt . "-‘\*-ln,ﬁ,“m“M
Lo . . "
~1.0ffice Live smallBusiness
Your information Edit s
Mame: Robert Crane
Organization name: CIAQPS
Complete signing up
Microsoft Office Live account benefits can include informational communications about our
services. We may also invite you to take part in online or telephone surveys. You may
unsubscribe at any time by following instructions in the communications that you receive.
Clicking I accept means that you agree to the Microsoft Service Agreement and Privacy
Staterment.
i
w
< | =
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy -@Help | Feedback
Dane & & mternet L 100% T
You' | | now be asked to create a | ogin based o

Live ID you can use that or create a new login and password directly on the site.

The email address you use will need to be valid and active because enrolment information is
sent there. This email address and the password will be needed to access the Office Live Small

Business site you are creating.
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(_ Office Live Small Business - Windows Internet Explorer |._||i||§|
m}: - |E] http:/fsignup. officelive . comiSignup/ fYerifyEmail, aspx?su=1&encsid=21e0ca5: V| 1| X |Live Seatch | P~

E— e »
90 4|03 Office Live Small Business l ‘ - e v |i2bPage + 0 Tools -

[l Micrssott IIN

~.Office Live Small Business

Congratulations!
You've completed signing up for Microsoft Office
Small Business

Click Go to my account to set up your account in minutes with a Web :
mail accounts, business applications, and more.

Go to my account

< >
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @Help | Feedback
1| Done & & mternet L 100% T

Once you have completed the login process select the button to Go to my account.
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(_ Microsoft Office Live Home - Windows Internet Explorer

G@ - |E] http:/thome, officelive . com/Settings/PagesiHome, aspx V| || X% |Live Search
W T3 Microscft Office Live Hame I ‘ - e v |i2bPage + 0 Tools -
[l Microsole . . Home Workspaces W::M.ﬁu rt More v
~5.Office Live Small Business . _hR=
Marketplace
ﬁ Some parts of this account are not vet fully activated. Wait a few minutes and refresh this page to ge  Community L
this mes=zage is gone, your account is ready to use.
Reports
Contact Manager
GEt Sta rtEd '*?'f'_nl's-‘ Add this page to your g
. . Business Applications
Design your site
Easity put together a professional-looking Web site using » Account Management
customizable termplates. +
Get a d i Tl‘y Microsoft Add/Manage Services
el a domain ;
@ Choose a domain—your Web address—where you want FR{E ‘;’O_dga-'bf il B
people to find you. A free one is available.
C] Set up your business e-mail
Create your e-mail account to connect with a world of
new customers. Cln o Mozt
~h.0ffice
Fial Life toets.
D e . L _ R
Iz—ﬂ Check Office Live Ma Ay, Buid Your Web Site
' b
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @Help | Feedback
http: [ fhome. officelive. comfsettings/pages/inprogress, aspx ?pkey=BizzAppsactag=F “ Internet o0 v

2. Create Document Library

In the top right hand corner of the window pull down the More option menu and select
Business Applications from the menu that appears.

10
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f_ Microsoft Office Live Home - Windows Internet Explorer

&ar - |E] http:/thome., officelive . com/settings/pages/inprogress. aspx ?pkey=6izzAppsic V| || X% |Live Seatch | P~
W T3 Microscft Office Live Hame I ‘ - =y v |ik Page + () Tools -
[l Moot . Home Workspaces Web Site upport  More +
~1.0ffice Live smallBusiness .
-~

Microsoft Office Live Business Applications

Watch the demo

# Store all your important company documents in ane location-instead of sending them

arocund in e-mail

# Access and share important information with customers and employees using password- L

protected Web sites

# Keep up-to-date on important projects, easily share calendars, and synchronize with

Microsoft Office to keep you and your employees working together more effectively

» And much more. Best of all, it's free!

Need more reasons? “
< il | > -
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @Help | Feedback

http: [ fhome. officelive. comfSettings/Pages finprogress, aspx?appID=10a300Fd-ade? “ Internet o0 v

Select the button to Activate for FREE to continue.

11



© 2009 www.ciaops.com Version 1.00

f_ Microsoft Office Live Home - Windows Internet Explorer

&ar - |E] http:/thome, officelive . com/Settings/Pagesfinprogress, aspx fapplD=10a300Fd- V| 1| X |Live Search
"ik ] E] Microsoft OFfice Live Hamne I ‘ @ ~/ @ v @Page <~ f@‘ Tools -
[l Moot . . Home Workspaces Web Site upport  More +
~1.0ffice Live smallBusiness .
-~
Please wait while yvour application is being set up. This may take a minute... =
)
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @Help | Feedback
Dane

& Internst & 100% T

The Office Live Small Business site will now create the Business Applications area for you.

12
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f_ Microsoft Office Live Small Business - Business Applications - Windows Internet Explorer

&g:} - |ﬁ, ittp: i ciaops officelive, comfdefault, aspe V| | % |Live Search
W [@Microsoﬂ: Cffice Live Small Business - Business Applica... I ‘ @ v @ v |2k Page - f@‘ Taals -

[l Aot . . Home Works, acesm rt More
~.Office Live Small Business . - "

-~
Business Applications . . _ —
Store documents enline with Document Manager Share informati
Document Manager O Store your documents anline in one password- @ Workspace
protected location. Keep your team
Team Workspace calendars, and ¢

+ Add Application

Business Applications [ company view | settings | edit |

Documents b
Resources
File name Modified Modified By
— 2 Document Manager * Upload a document
Want a . . 7/10/2009 Systemn s Using Workspaces
Meeting Minutes.dot 2:03:36 PM Account _
reat » Manage projects bet
" N Propozal and Marketing 7/10/2009 System )
Web Site? Plan.dot 2:03:36 PM Account * 7 waysto make the
— 7/10/2000 Syt o Community articles, =
- - ystem
; Sales Report.xs 2:03:36 PM Account =
Get tips and v
| tricks here __ = | _
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @ Help | Feedback
http: | fciaopswebafficelivecom.of ficelive. com)_lavoutsiwhinewsbweb, aspx?ru=http < Trusted sites o0 v

When complete you should see a screen like shown above.

From the Business Applications menu on the left hand side click on the option Add Application.

13
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{= Add Applications - Windows Internet Explorer

&‘C_{:‘ - |ﬁ, http:/fciaopswebofficelivecom, officelive . comy_lavoutsiwhinewsbweb, aspxiru V| 1| X |Live Search
W [@Add Applications I ‘ LR - [ Page + {CF Tools ~
[l Moot . . Home Workspaces Web Site pport More +
~1.0ffice Live Small Business
-~
Business Applications ) N =
Add Applications
Drocument Manager
Team Workspace Select an Application
(O Team Workspace - Share information about your team, including guidelines,
schedules, and announcements.
(3) Document Manager - Store, share, and monitor the versions of your business
documents in a central location. =
OK | | Cancel
B\Want a g
Great Application or workspace details
Web Site? & i
Get tips and v
| tricks here __ _ | _
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @ Help | Feedback
Dane

- Trusted sites # 100% -

Now select the Document Manager option and then press the OK button to continue.

14
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{= Add Applications - Windows Internet Explorer

&g:} - |ﬁ, http:/fciaopswebofficelivecom, officelive . comy_lavoutsiwhinewsbweb, aspxiru V| 1| X |Live Search
W [@Add Applications I ‘ LR - [ Page + {CF Tools ~
[l Moot . . Home Workspaces Web Site upport  More +
~1.0ffice Live smallBusiness .
.Y
Business Applications ) ) =
Add Applications
Drocument Manager
Team Workspace Select an Application Edit Iter
Document Manager - Store, share, and monitor the versions of your business documents in a
central location.
Application or workspace details =
* Title |[Document Manager |
. B Documents |
Y . J [ ok | | Cancel
Web Site? (&
Get tips and v
| tricks here J 0 | _
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @ Help | Feedback
Dane

- Trusted sites H1o0% v

Enter a Title and URL for your application. It is recommended that you keep the URL as simple
as possible and avoid spaces and other special characters like )*"%%!.

Press the OK button to continue.

15
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(_ Document Library - Windows Internet Explorer

m}: - |g http:/fciaopsweboafficelivecom, officelive . comfDacuments L fdocumentsForms e V| 1| X |Live Search

'i:} ﬁ'?ﬂ" [@Document Library l_\ @ 5 @ ¥ @Page i '@. Taals -

Mierosadr

=22 P . Home Workspaces meu t  More
~1.0ffice Live smallBusiness P Suppo v

Business Applications Document Manager [ settings |
Drocument Manager
Document Library ™ Picture Library ™ + Add
Team Waorkspace
~
Document Manager Mew ¥ Upload = Actions Settings - I plert Me i Print View
+ Add Application
View: All Documents
Tvpe Name Maodified ) Modified By
@ Meeting Minutes ! HEw 7/10/2009 2:06 FM System Account
@ Proposal and Marketing Flan ! Hew 7/10/2009 2:06 PM System Account
st Sales Report ! HEW 7/10/2009 2:06 PM System Account
W
< &

© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @ Help | Feedback

" Trusted sites & 100% -

http:/fciaopswebafficelivecom.officelive. comfDocuments 1 fdocuments Forms | Alllker

You will now see your Document Library displayed as shown above. You should copy the URL in
the browser because this will be required later when a shared notebook is created.

16
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Creating a shared notebook

{= Download Microsoft Office OneMote 2007 for Free - Windows Internet Explorer, ._ = Y

P (= 18]
G@ - |g, hkkp: |/ ftrial brymicrosoftoffice, com/trialaustralia/product., aspx ?re_ms=ooffani VHEl |z| |Live Search ||P -|
Wk I%lj[?mcument Library (€ Dowrload Microsaft Offic... l_l - fh v |2k Page + CF Tools - i

= Products = Trial Praducts > Product Detail ‘

E3 Office OneNote 2007 |

See why over one milion people
have downloaded this Free Trial!

FEEls: I__.anguage: Download'Now™ »
® English

< 1 [E]
| € Internet T

' # Start r/- Download Microsaft ...

I f you don’ DneNoi ngouravorkstatipnyyou oah always download and install a
60 day trial from:

www.onenote.com

17
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i Microsoft Update

Internet

g Internet Explorer
3] E-mail
Outlook Express
\, MSh
@ ‘Windows Media Playé
‘3 Windows Messenger
@ Tour Windows XP

P Files and Settings Tr4
L Wizard

2] Mew Microsoft OFfice Document

-8y Open Microsoft Office Document
@ Set Program Access and Defaults
> Windows Catalog

I Accessories

) Games

r;;j Microsoft Office

@ Startup

& Internet Explorer

N msn

1 () Outlook Express

.. Remote Assistance
) windows Media Player
| 3 Windows Messenger

@ Windows Movie Maker

all Programs B

@ Log Off @’ Turn OFf Computer

'J start 7~ Document Library - ...

Launch OneNote on your workstation. The application is normally found under the Microsoft

Office program group in the start menu.
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@ Microsoft Office OneNote (Trial)

=3

B
=l
=3

—

5t o

EEiIe Edit  View Insert Format  Share

Mew 3
Open 3
Close this Motebook

Save fs. .,

Publish Pages. ..

Find add-ins For ather File formats. ..
E-rnail... Chrl4+-5hift+E
Send To »
Password Protect this Section. ..
Cpen Backup

Page Setup...

Prink Preview

Priri. .. Chrl+P
Sync 3

Mokebook Properties, .

Exit

Tools Table ‘window Help |_:ﬂ
f v - b rr
1 Page | | @ || -l R NEERIEAY"
Subpage Chrl+5hift-4+r
j ||Sear|:h All Notebooks v|
[ Section

== Section Group
g Moteboak. ..

Page from Template...

& Explain Choices on this Menu. ..

» no notebooks open.

to create a new notebook, ar click New on the File
open an existing notebook, click Open on the File

_|Mew Page - | »

rnent Librar

From the File menu select New then Notebook.
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T Microsoft Office OneNote (Trial)

EEiIe Edit View Insert Format  Share Tools  Table  Window  Help ﬁ

(@@ - @rew -3 A % A E 9+ frTan - Eide 0P| @] LB LB s -

» earch All Notebooks 2 v|

MNew Motebook Wizard

_|Mew Page - | »
Specify the notebook properties

[[E3

Blank
Clients Motebook

Personal Motebook

Research Motebook

Shared Motebook - Group Project

-
=
=
@ Professional Services MNotebook
=
i
=

| €

Chzrad Matahanl - Dafaranca Matarizle

Ea‘ Motebook templates on Microsoft Office Onling

L MNext = J[ Cancel

B

1 5 Sstart ,"'_ Document Library - W, M Microsaft ©

Enter a name for the new notebook as well as a template on which this notebook should be
based. Again, it is recommended that you use a name that is as short as possible and does not
include spaces or special characters.

Press the Next button to continue.
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T Microsoft Office OneNote (Trial)

EEiIe Edit View Insert Format  Share Tools  Table  Window  Help ﬁ
HCRNCRAE [T N EEN S IR EL R Y- I - YN ) |

»

MNew Motebook Wizard arch AllNotebooks 0 |

_|Mew Page |
Wheo will use this notebook? |

() I will use it on this computer

() I will use it on multiple computers

() ;Multiple people will share the notebook:
Where should the shared notebook be stored?
(%) On a server (SharePaint document library, network share, or other shared location)
(3 1n a shared folder on this computer

(@) About sharing notebooks between computers. ..

i@ About sharing notebooks with others...

I_ < Back ][ MNext = ][ Cancel

B

r,,' start ('_ Document Library - W, M Microsaft ©

To allow the notebook to be shared across the Internet select the last option — Multiple people
will share the notebook. Then ensure that the location of where the notebook is stored is On a
server by selecting that option.

Press the Next button to continue.
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(_ Document Library - Windows Internet Explorer

Go- o)

o 4 [@Documentubrary

Cut @ M @ v @Page - .@- Toals -

copy G
D Micresodr

R i . Paste aces meu it More
~1.0ffice Live small Business Delete P Suppol v

Select Al

Busi Applicati Document ti
LUEINEESE ApplIcations ODEH IME II'IgS]
Ciocument Manager Reconversion

Document CIOFary icture Library ™ + Add

Team Waorkspace

M
Document Manager Mew ¥ Upload = Actions Settings + JA plert Me i Print View
+ Add Application

View: All Documents

Tvpe Name Maodified ) Modified By

@ Meeting Minutes ! HEw 7/10/2009 2:06 PM System Account

@ Proposal and Marketing Flan ! Hew 7/10/2009 2:06 PM System Account
Sales Report ! HEw 7/10/2009 2:06 PM System Account

w
< &
© 2009 Microsoft Corporation. All rights reserved. | Accessibility | Legal | Privacy @ Help | Feedback

" Trusted sites & 100% -

3 L 7

Return to the Document Library location in Office Live Small Business in the browser and copy
the URL for the library.

You do this by selecting the whole address line, right mouse clicking on the highlighted address
and selecting Copy from the menu that appears.
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T Microsoft Office OneNote (Trial)

EEiIe Edit View Insert Format  Share Tools  Table  Window  Help |_:ﬂ
Q- Bew - |34 B9 T -side 08| @ | -]

»

earch All Notebooks 2 v|

MNew Motebook Wizard

_|Mew Page - | »
Confirm notebook location

Path:
|hth::ffciaopswebofﬁcelivecom.of‘ﬁcelive.comeocumentslfdocumentsﬂ lv_-‘l [ Browse... ]

Mote:

»  The location must be a shared folder on a network, a SharePoint site, or another server
that other people can access.

» To create a notebook on & ShareFoint site, enter the site URL copied from your Web
browser (for example, http: /fexamplesharepoint/sitename). Then dick Browse to specify
a document library or folder within the site, such as Shared Documenits,

[] Create an e-mail with a link to this notebook that I can send to other people

< Back ]L_Qreate ][ Cancel

,',' start ﬁ' Document Library - W, M Microsaft Office Cne... EM &__,_.rn [k Z:58PM

Now paste the full URL into the Path name for the location of the notebook. Before proceeding,
remove the trailing elements so the last part of the path is only /documents/. This address is
the URL of the document library in Office Live Small Business.

Unselect the option further down, Create an e-mail with a link to this notebook, unless you wish
to email others with details of how to access the shared notebook.

Press the Create button to proceed.
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@ Untitled page - Microsoft Office OneNote (Trial)

EEiIe Edit View Insert Format  Share Tools  Table  Window  Help E

@ - @) mew - (R (A ¥ CSE Y- yTe - B P @ | 100% - ST

] == =
» @ Hosted New Section 1 | |Search all Notebooks 2 v|
T
E ........................................................ | |_]Mew Page = | »
: : Untitled page

Friday, 10 July 2008
2:59 PM

' . start r”' *' Docurment Library - W... lm' Untitled page - Micros...

EN &M@ x00FM

The new notebook should now be open on the screen.
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Checking notebook location

@ Untitled page - Microsoft Office OneNote (Trial)

EEiIe Edit View Insert Format Share Tools Table Window Help E
Q- Db - E S K DB I T e @G @[100% - i - B W2

M Hosted [ New Section 1 | |Search All Notebooks 2 v|

>
L

nsted

‘ e . | dNew Page - | 5

E Rename... : Untitled page

vl

Save As...
Sync this Notebook Mow
Close this Notebook,

Copy Hyperlink to this Motebook,

Mew Section

Mew Section Group

EhD &

Mew Makebook. .,
Move Up

Maorve Diowin

Properties. ..

jocument Library - W... ([ Untitled page - I BN &ML H:00FM

If you now right mouse click on the notebook at the left edge of the screen and select
Properties from the menu that appears.
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@ Untitled page - Microsoft Office OneNote (Trial)
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You should now see that the path of the notebook refers to the URL of your Office Live Small
Business site.

Press OK to close the Notebook Properties window.
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(_ Document Library - Windows Internet Explorer
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If you now return to the Office Live Small Business Document Library in the browser and refresh
the page you should see an additional folder displayed (in this case Hosted). Inside this folder
will be where each section of the notebook is stored as an individual file.
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f_ Document Library - Windows Internet Explorer
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If you then click on the new folder to open it you will see the OneNote files displayed.
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Accessing existing shared OneNote files

@ Microsoft Office OneMote (Trial)
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If you now wish to use the notebook you just created on another workstation simply launch
OneNote on that machine and select File then Open then Notebook. When prompted for a
Folder name simply enter the URL of the Office Live Small Business workspace Document
Library where the notebook is located, like shown above. Then press Open.
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Open Notebook ? X
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You will be prompted to enter you Office Live Small Business login and password. This is the
email address and password you used when you first created the Office Live Small Business
workspace.

You should then see the OneNote folder displayed like shown below.
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Open Notebook
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Select the OneNote folder and press Open and the Notebook will open.

When the notebook is opened it will automatically synchronize with Office Live Small Business

almost instantaneously (depending on what has changed since the last time it was opened on
that machine).

Each time you open the notebook you will be prompted to enter the login for the Office Live
Small Business site so the notebook can synchronize. You can always choose to work with the
notebook offline and synchronize you changes at a later stage if desired. This is a great option
for when you don’t have the Internet available.

It is also now possible for multiple people to access the notebook across the Internet provided
they have OneNote installed on their workstation. Office Live Small Business allows you to

create multiple logins for access to the online documents. This means you could create a
unique login for each member of your team and give them separate rights. However, all you
need is a single login and the OneNote URL for sharing to take place.
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Where to go from here?

There are many features of both Office Live Small Business and OneNotet h a t haven
covered here. If you can see the benefits of these products it is recommended that you spend

the time and take a closer look at the functionality that both provide.

As has already been mentioned it is possible to achieve the same collaboration results with
Microsoft SharePoint and OneNote, since Office Live Small Business is basically a hosted version

of SharePoint. SharePoint offers a number of additional capabilities such as wikis, blogs, version

control and so on. Windows SharePoint Services is a free download from Microsoft and can
generally be installed on any Windows Server product.

Further documents and information about utilizing the advanced features of OneNote and
SharePoint can be found at http://www.ciaops.com and http://supportweb.ciaops.net.au. If

you are interested in receiving information about any upcoming documents please send an
email to director@ciaops.com asking to be added to our regular newsletter.

If you have any feedback on the information provided here please contact
director@ciaops.com.

Computer Information Agency
http://www.ciaops.com
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Glossary

OneNote — A component of Microsoft Office that provides electronic notebook functionality. It allows
the storage and indexing of a variety of data including text, graphics and clippings. It can be used on a
shared location to allow team collaboration. More information is available at http://www.onenote.com.

SharePoint — Is available from Microsoft in two versions Microsoft Office SharePoint Server (MOSS) and
Windows SharePoint Services (WSS). SharePoint provides many collaboration capabilities including
document versioning and approval, wikis, blogs, survey and project management via a graphical
interface. SharePoint can be usually be installed on any Microsoft Windows Server. More information is
available at http://sharepoint.microsoft.com.

Office Live Small Business — s a free online service hosted on Microsoft servers that allows businesses

to create web sites, host domains, created shared document space, host emails and contacts, and more

via internet access. All the i rdf orwhdtciho meiasnssdauve il
where ever access to the Internet is available. To use the service simply create a login via
http://smallbusiness.officelive.com. You are able to pay for additional features like enhanced storage

space if desired.
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Company 7 Computer Information Agency ( www.ciaops.com)

Founded in 1995, the Computer Information Agency is a specialized technology consultancy in Sydney,
Australia that focuses on assisting businesses and individuals improve their productivity using
technology and smart business practices. The Computer Information Agency has high levels of
experience in technologies such as Windows Servers, including Small Business Server, and desktop
applications such as Outlook, Word, Excel and OneNote.

With special emphasis placed on the business benefits of technology the Computer Information Agency
is unigue in its ability to work with companies to improve and streamline their processes utilizing the
technology they already have in place. The focus is on providing an improved end result for the business
which in the long run leads to greater productivity and profitability. More information about the
Computer Information Agency can be found at http://www.ciaops.com.

Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
the price of a few hours of work you can have access to an ever growing library of SharePoint knowledge. It will
not only save you time and money but help you generate more revenue by teaching you about the fastest
growing Microsoft technology. Sign up today and start reaping the benefits.
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