
OneNote  
File System Usage  



How OneNote is Set Up 



The FRE will send you an email saying that you have 
access to OneNote.  Make sure you are on the VPN.  
The file will remain on the I Drive but a local file will 
download to your computer.  

Access to OneNote. 



When you click on the link, it will open up OneNote 
and the project will download.   



When you hover over the project name on the left 
hand side, it will show you that the file is on the I 
Drive.  



D 

Project are created by Final Review Engineer and 
are located on the Network Drive: I Drive.   



A 

B 

C 

D A = Notebooks (Equivalent to a binder to a set of 
project books) 
B = Section (Equivalent to a binder) 
C = Page (Equivalent to a tab in a binder) 
D = Content (Equivalent to whatever is in each tab) 



A typical project…  
Bold areas are showing something new that was 
added but I have not seen yet.  



A Shows under “Estimates and CMs” > “CM 
0001” that there is a new document 
“Administrative Change: Accounting Info 
Changes.” 

Initials of person 
making change 



Adding Documents to OneNote 



You can drag and drop files to 
the correct tab. 



There will be file options for adding documents 



What it look like when “Insert a copy of the file 
onto the page”.  This is the option that should 
always be selected. 



What it look like when “Insert File as a Printout” 
This option is not preferred. Check with your COE 
if they would like you to add your PE diarys in this 
format 



Syncing 



Because the file is located on 
the I drive, it needs to be 
synced.  If it is synced up, it will 
have the green circle with a 
green check mark.  



If you want to sync your 
project, press the circle next to 
the file.  A pop up window will 
pop up.  You will then press 
“Sync Now.” 

If you can’t get it to sync, try 
restarting your computer and 
then call the Final Review 
Engineer if that doesn’t work. 



Setting up a Link 



EXAMPLE: The Delegation of 
Authority has the EEBACS 
Delegation of Authority within 
the document.  However, this is 
under the Correspondence tab. 



The EEBACS Delegation of 
Authority should be under the 
EEBACS Delegation of Authority 
tab. But since it’s not, you can 
create a link. 



You will right click on your 
EEBACS Delegation of Authority 
page and options will pop up.  
Click on “Link… (Ctrl+K).” 



A window will pop up for you 
to select the file that you want 
it to link to.  



Choose your file.  We want to 
link the EEBACS Delegation of 
Authority back to the folder 
Correspondence where the 
document is located.  And then 
Press “OK.” 



It has created a link.  So when 
you click on “With Vancouver” 
it will take you to the 
Correspondence page to see 
the document with EEBACS 
Delegation of Authority in it. 



After clicking on “With 
Vancouver” you were taken to 
the Correspondence page to 
see the document with EEBACS 
Delegation of Authority in it. 

This is super handy so you 
aren’t having to email files to 
the Final Review Engineer.  All 
you have to email to say it’s 
been uploaded. 


	OneNote �File System Usage 
	How OneNote is Set Up
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Adding Documents to OneNote
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Syncing
	Slide Number 16
	Slide Number 17
	Setting up a Link
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25

