Step 1: Access your Microsoft Account

Coventry University provides you with a Microsoft Office 365 account, which you can access
by typing www.office.com into your browser.

Log into your account using your university email address and password and you will see
your Microsoft Office applications:
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Step 2: Launch OneNote

Click on the OneNote icon. You can use OneNote in your browser, or you can launch the
application.

Step 3: Create a new Notebook
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Click on the + Notebook icon to create a new notebook, and give it a name e.g. 320SSL CES
Step 3: Create first section
Notebooks consist of sections, like files or dividers in a folder, and sections contain pages.

Your first section should be headed with the stream you have selected for 320SSL e.g.
320SSL Graduate Job Stream
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You can rename a section by right-clicking on it, as above.

Step 4: Add pages
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Now that you have created a section for your CPD stream, you can organise evidence of
your CPD activities in pages.

Your first page should contain evidence of your Talent Registration for 5 CPD points.
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Step 5: Adding Evidence

OneNote is very flexible, and you can add evidence in a number of ways: drag and drop
documents, paste screen shots or add links.

Whenever you add a piece of evidence, annotate it to show how many points you are
claiming and state briefly how this has contributed to your CPD.
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10 points CV tailored to highlight my recent placement with a digital marketing agency.

Step 6: Adding further pages

You can add as many pages as you like to keep your evidence organised. For example, if you
complete one of the LinkedInLearning courses, you can create a Skills page and paste a copy
of your certificate there:
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