Lesson 5 File Attachments Screen Clipping

File Attachments

Add files directly into OneNote so you don’t have to re-type information or link a document.

1. Click the Insert tab.1

2. Click the File Attachment button.1
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3. From the Choose a file or a set of files to insert window, navigate to and select your file.1

4, Click the Insert button.1
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5. From the Insert File window , click Attach File. 3

Images

Insert images from a screen clipping,pictures saved on your machine,online pictures,or a scanned
image.

Screen Clipping

1. Click the Insert tab. 1

2. Click the Screen Clipping button. 1
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3. Select what you want to capture on your screen.2
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Pictures
1. Click the Insert tab.3

2. Click the pictures button. 3

t 5B I & & ...-. 5% m0OE R T

| ol Tk e Fiy Troadinpet Diagroee Toree 'l-r-r. D I.;- Lk Pt Arcone Duie  Thove Eaie & Page Epanie n Gyrrb

Sk Pyneais At Fes Claping it L Ll Vatkn Toret  TergiEss® -

MR 0oks ' Y e 2
70 s e ——

Department Meating

B fercaig von v e ™ Tt drvg

= Drmap Mty

B e . Tt Wnsdorny

R s

MM peks e

3. From the Insert Picture windows, navigate to the picture.

a. Click on the File to select it. 4

b. Click the Insert button. 4
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Questions

1. Give the steps for File Attachment.

2. Give the steps for Pictures and screen clipping.
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