
Note Taking Express Guide 

 

Follow the following guidelines for using note taking express (NTE): 

 

Step 1 

Sign in with your Log-in credentials in the link given below: 

https://login.notetakingexpress.com/signin 

 

 

 

https://login.notetakingexpress.com/signin


Step 2 

After signing in you will come across the “Dashboard” which can be 

seen in the image below. It has certain instructions and also displays 

the Recent Activities performed by you. It also has the “Help Desk” 

Live chat option on the side bar with which you can get your queries 

resolved by connecting to them directly. 

 

 

 

 

 

 

 

 

 



Step 3 

If you want to upload existing files, you can go to the “Files” menu. 

 

 

 

 

If you want to upload a file. Go to the “Upload “option and then select 

the “Files” or the “Folder” you want to upload. 

 

 

 

 

 

 



 

Step 5 

You can create a Folder / Document / Spreadsheet/ 

Presentation/ Drawing as well using the “Create” option as shown 

below. 

 

 

Step 6 

If you want to create a folder. Select on the “Folder” option under 

the drop down menu of “Create” and provide a name to the folder. 

 

 



For other options like creating a Document / Spreadsheet/ 

Presentation/ Drawing, choose the appropriate option as needed 

and click on the “Connect Your Google Account”. 

 

 

Step 7 

If you want to download a folder, click on the “Download” option as 

shown in the image below. After that click “Ok” on the pop up 

message to confirm. 

 



Step 8 

If you want to Move or Copy a folder/File, “check” on the checkbox 

on the extreme right as shown in the image below and select 

“Move/Copy” option and then select the destination folder from the 

drop down menu. 

 

 

Step 9 

If you want to type in any messages you can do so by going to the 

“Messages” option as shown below and after typing the message 

you can simply post it. 

 

 



Step 10 

If you want to check your recent activities, you can do so by going in 

the “Activity” section as shown below. 

 

 

 

 

 

 

 

------------------------------------Thank You------------------------------------ 


