oneNote: one place for all of your notes
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Sync to OneDrive

1. Take notes anywhere on the page
Write your name -here

!
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2. Get organized
You start with "My Notebook" - everything lives in here

My
Notebook

Add sections for activities like:

Trips Recipes  Shopping  To-Do @ é—\

Add sections!

Add pages inside of each section:

Q)dd Page

Summer vacation
Camping
Add pages! S Family visit

Europe (Pages are over
there)

Trips

3. For more tips, check out 30 second


http://o15.officeredir.microsoft.com/r/rlidOneNoteGuideVideo15?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNoteGuideVideo15?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNoteGuideVideo15?clid=1033
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4. Create your first page
You're in the Quick Notes section - use it for random

notes
Quick Notes ) 4 /—\ |
@dd Page Add your first page!


http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial1?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial1?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial2?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial2?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial2?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial3?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial3?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial3?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial4?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial4?clid=1033
http://o15.officeredir.microsoft.com/r/rlidOneNote15Tutorial4?clid=1033

OneNote Basics
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Shopping list Priorities
Milk [ ] Check messages
[ ] Oranges * Call Dave
[] Potatoes ? Follow up with Jim
Bread B/ schedule appt.
[] Cereal B Call Janet
Ssugar

D)— Transportation ﬁ Reservation

= Arrive 2t sirport at 6am |Ben . Hotel is for the 60 - 10t fTom

* Plane departs at 8am = Do we need to extend

= Plane lands at 2pm the reservation by a day?

e .
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Pricing

$249.99 — 599.99

Remember everything

JAdd Tags to any notes _
OMake checklists and to-do lists
OCreate your own custom tags

TeDe
Tag

HOME —»

collaborate with others

OKeep your notebooks on OneDrive
oShare with friends and family
OAnyone can edit in a browser

MNew
FILE —

Share

Keep everything in sync

OPeople can edit pages at the
same time

OReal-Time Sync on the same page
OEverything stored in the cloud
OAccessible from any device

Clip from the web

0Quickly clip anything on your
screen

OTake screenshots of products
online

0Save important news articles

m M yOour taskoar

OR

B + S onyour keyboard



Sunday retreat

Attending? Overnight? “egetarian?
Chris z Mo
Moally Na Mo Mo A
Peter Z
Samuel
Stacy

ort
repo
Thes great

Status meeting
Conf room 36
John, Felicity

r Follow up with John

W

[N
Quarter 1 revenue

Sales Rewvenue Expenses
Scott 4 5 3
James 2 1 4

Organize with tables

0Type, then press TAB to create
a table

0Quickly sort and shade tables
OConvert tables to Excel
spreadsheets

-,
TABLE TOOLS & %l
—

LAYOUT Shading Sort  Convert to Excel
- - Spreadsheet

wWrite notes on slides

0Send PowerPoint or word docs to
OneNote

JAnnotate with a stylus on your
tablet

OHighlight and finger-paint

E\: n your taskbar

o

&8 + N on your keyboard

Integrate with Outlook

ITake notes on Outlook or Lync

meetings _ _

0Insert meeting details

UAdd outlook tasks from OneNote
R

> B

Outlook  Meeting
Tasks=  Details ~

HOME —

From Outlook:

HOME — _)qﬁ
OneMote

Add Excel spreadsheets
O0Track finances, budgets, & more

OPreview updates on the page

mm[

INSERT —
Spreadsheet
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Don't forget to buy milk
on the way home!

[
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Brainstorm without
clutter

OHide everything but the
essentials

NExtra space to focus on your
notes

A in the top cormer of the page

Take quick notes

0Quickly jot down thoughts and
ideas

OThey go into your Quick Notes
section

B + N on your keyboard



