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OneNote Account Migration

Important Notes

OneNote's Export function is available only in the Windows desktop app.

The Mac version does not provide an Export function, so if you wish to keep using the same notebooks on Mac after 

migrating to the Microsoft 365 account provided by the university, please carry out the migration via a Windows PC.

This document walks you through "1. OneNote Account Migration Steps" one step at a time.



OneNote Account Migration Step 1.1 / 1.11

1.1 Open the OneNote app

Launch the OneNote app while still signed in with your old account.
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OneNote Account Migration Step 1.2 / 1.11

1.2 Export the notebook (.onepkg)

Go to File > Export > Notebook > OneNote Package 

(*.onepkg), click Export, and save the file to a location of 
your choice.
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OneNote Account Migration Step 1.3 / 1.11

1.3 Sign out of the old account

Go to File again, then click Account > Sign out > Yes.
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OneNote Account Migration Step 1.4 / 1.11

1.4 Restart OneNote

Quit OneNote, then launch it again.
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OneNote Account Migration Step 1.5 / 1.11

1.5 Sign in with your university Microsoft 365 account

When the sign-in screen appears, click "Sign in to an 

account or create one" and sign in with your university 
Microsoft 365 account.

* Faculty/staff Microsoft 365 accounts use "*@ms.c.kyoto-u.ac.jp" (the portion 
before @ is the same as your KUMail address); students use "*@st.kyoto-
u.ac.jp".
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OneNote Account Migration Step 1.6 / 1.11

1.6 Open the exported file

Once signed in, click File > Open > Browse, then from the 

drop-down on the right select "OneNote Single File 

Package" (All Files also works). When the exported file 
appears, select it and click Open.
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OneNote Account Migration Step 1.7 / 1.11

1.7 Choose a save location and click Create

Choose any location (the default is fine) and click Create.
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OneNote Account Migration Step 1.8 / 1.11

1.8 Select "Share on Web or Network"

After the exported file opens, go to File and click "Share 
on Web or Network".
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OneNote Account Migration Step 1.9 / 1.11

1.9 Select your university OneDrive

Confirm that the OneDrive shown is signed in with your 
university Microsoft 365 account, then click it.
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OneNote Account Migration Step 1.10 / 1.11

1.10 Click OK on the sync confirmation dialog

When the dialog "Your notebook is now syncing to the new location." 
appears, click OK.
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OneNote Account Migration Step 1.11 / 1.11

1.11 Close the share dialog with the "×" button

Close the final "Share <file name>" dialog by clicking the 

"×" button.

If notebooks from the old account are still open and a 

sync error appears, closing those notebooks should 

resolve the issue.
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