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One Note

Create a New Notebook
This notebook could be for a different project, different part of your life, or (in my case) a way to show
off One Note without showing off my Notebook!
You can create a new notebook by:
Clicking on the dropdown to the upper left of the page:

Or backstage view:

A Notebook is made up of:



Dividers
Pages
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Dividers/Sections
Dividers are more of a “header” to a notebook item and the pages are individual items within the tabs.
Even within the pages, you can create lists, have pictures, etc.
A divider that just says New Section 1 is useful – but not very descriptive. So, let’s rename the divider to
something more useful.




Right‐Click on Tab
Rename
You can also double‐click on it

A new section can be created by clicking on the plus sign. Let’s create 2 more sections:



Teaching
Personal

I’ve always thought of my personal stuff as being “green” – so let’s change the color:




Right‐click
Section Color
Green

This can be used as a quick visual reference as to what section you are working in. So
your personal notes don’t go into a work folder!

With sections down, let’s make a page. You can name this page by either typing in the
title location or just in the tab location:
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Pages

To add a new page, click on the +Add Page. Let’s make Books to Read and
Movies to See.
Now, when I got started with OneNote, I made lots of tabs. Probably, too
many tabs! Some of those tabs had similar themes.
For example, not only do I teach, but I also write programs and build
computers. So, I might create tabs for those.

So, it might be better if I put those tabs in a group – a section group. To do this, right click on a tab and
create a new section group (and call it work):

Now, to put stuff in there – just drag and drop (like solitaire!).
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When something gets dropped in there – you will automatically see just that group. To get back, click
on the back arrow near the name.
If you move it quick enough – it does not take you automatically to that new
section. Likewise, you can change the order of the tabs or pages by simply
dragging and dropping.

OK, maybe you have created a page that can be its own section. Something like
Movies to Watch, perhaps we would like to break it down into genre. So, if we
created pages Movies‐Action and Movies‐Mystery, we can make those pages
subpages of Movies to Watch.
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You now have a chevron to now hide those subpages:

Now that we have the structure of our notebook, it’s time to start filling it out!
So, I’m going to Quick Notes and make a “scratch” sheet. And like a real scratch sheet, you can start
anywhere!

Let’s add a few more movies….
The Martian is a good Action Flick
Sherlock Holmes with RDJ and Mark Strong has a pretty gritty feel. Jude Law is also in the movie and
even has a sequel.
Most of the time, the text goes to a certain size and then wraps. You can also set the size of the box just
like Powerpoint.
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To‐

Just like Excel, you can zoom in and out by clicking ctrl and using the mouse wheel. You can also change
the look of the text by selecting some text and a mini‐toolbar comes up:

Now what if we put in two notes that should be the same note. Something like:
The Imitation Game is pretty good
The Imitation Game is about computers in World War 2.
You could move those two items separately, or if you move one with the nib on the side, you can join
the two pieces together!
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Drawing
I used to use the notes on my phone for everything. But, something
happened – I wanted to draw things and use pictures. I couldn’t do
that back then.
So, let’s DRAW something! Let’s draw a square.
If you don’t like the look, click on the line and select pen properties.

Or, if we want some more structure, we can insert things. Things like tables:
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That’s great if we know how big we want the table to be, but if we wanted to create them “ad‐hoc”, all
we need to do is start typing and then hit the tab key.

Tab gets you a new row, the enter key gets you a new row if you are at the end of the table:
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Embedding information and links
You can either type the text and make it into a hyperlink or copy the hyperlink into the note. So, let’s
begin by typing in the address for the St. Louis County website. Now, select the text and press CTRL+K
or use the link button in Insert.

You can type in the location of where to go.
This is ok ‐ but it’s a lot of work. Instead, you can simply select the address of the website from your
web browser and paste it into the note.

You don’t actually have to have the text be a link ‐ you can also make a picture into a link ‐ just like the
web! When you make a picture a link ‐ you need to Ctrl+Click to get there ‐ not just a click.
You can also hyperlink within a notebook ‐ just like Wikipedia! If you want to create a wiki (Hawaiian for
quick) link to another page ‐ let’s start by creating a page we want to link to. So, create a page called
“My Page One” and put “First Page” within the body of that page.
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Now, on the starting page, type [[My Page One]]. It instantly becomes a link!
You can also use the link button to go to a particular page within the notebook. Look toward the
bottom of all the links where the notebooks are.
Now, if I create a wiki link to a page that doesn’t exist yet (My Page Three) ‐ it will make the link dotted
(like wikipedia) and create the page for me.

Quickmath
Just like Excel ‐ One Note can do math. It may not be as robust as Excel in the things you can do (we will
get to that a little later) ‐ but you can do some fun things.
For example, I can say that I worked a couple of days ‐
8+8+9+7+8
Now, if I put in an = sign and then enter, you get 40.
Ok, simple math. You can also use some of the functions from Excel in your formulas. For example,
what is the square root (sqrt) of 52?

What if it is complex ‐ something that we actually need Excel for? We can embed Excel into
OneNote. And, you can do that one of 3 ways.
The first is to simply insert it as an attachment. This will be just like an icon on your desktop. You can
open the file in the application if you have it.
The second way is to “Insert as a printout”. Not only will it embed the file, but it will also embed a
“printout” of the file so you can see what is in the file.
The last way is to “Upload to OneDrive and insert a link”. This will embed the spreadsheet and will allow
you to make changes to the spreadsheet right in OneNote. This is covered more at the end of the
handout.
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Saving
Notice we have never saved? When we are making changes, every‐so‐often we will see a green dot on
the Notebook name. This means it is saving the information for you.
Because it is always saving ‐ you can set this up to also share with people pretty easily. If you go to the
backstage view, you can invite people to the Notebook. This is possible if you store it in your OneDrive.

You can also make sure it is the right person by making them sign in before accessing the notebook and
you can give them the type (read or read/write) of privileges they get.

And now that we have shared our notebook with someone, we can now protect certain pieces of it that
we may not want everyone to have access to. To do that, just right‐click on the tab and go to password
protect section.
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When you go to the section, it will ask you to unlock it.

Templates
Just like everything in Office, you can use templates to save lots of typing. There are many types of
templates to choose from, depending on what you want to do.
Insert‐>Page Templates

Academic, Blank, Business
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These have backgrounds and structure

Decorative has background ‐ but no structure.

You can make this a default template.

You cannot set a template to an already existing page. Also, a template will only
be used in that section (tab). You will have to select the design for each new
section.
You can set pages that have been created already as the templates.

Tags
These are ways to give more context to what you write.

You are not limited to just one tag per item.
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You can also utilize the fact that Outlook and OneNote are also tied together by automatically making
Outlook tasks in OneNote.

And then in Outlook:

But, if you give your notes context, you can find them easier. For example, say we have some
homework:

We can then search for tags that match what we are looking for.

Meetings
As we saw, you can have tasks from OneNote go to Outlook. In fact,
we can control a few Outlook things from OneNote!
From the Home Tab, we can see Email Page and Meeting Details:

Email page does exactly what it says – emails the page of the
Notebook to the recipients.
If we create a meeting in Outlook, we can share an external
notebook for the meeting to all recipients.
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We can also add emails from Outlook to one note, if we would like to reference this email in the
meeting.
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Or, if we are in OneNote, we can set meeting notes to a meeting‐

Audio
Now, I’m a pretty good typist – but if I don’t have to type – if I can just sit back and listen AND take
notes, that’s a boon! In this case, I can have OneNote record the audio.
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Now I like OneNote because I can search for something as text. If we made it audio, I wouldn’t be able
to do that, right? Wrong! We can get OneNote to do voice‐to‐text on what we recorded.
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Warning! It takes some time for this to do this – some estimates say 30 minutes of computer time for
every minute of audio. So, it’s great, but – you may need to leave OneNote open overnight to make
sure all text gets converted. And, it’s not 100% ‐ yet!
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Embed Files
OK – most times you want to have just the ability to open another file in OneNote – but you can also
view the file within OneNote.
For Example, I’m going to bring in the file squares.xlsx

If we insert the spreadsheet – we get the actual data:

And we can change it and have data update.
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You can also make images searchable if they have text. So, let’s take the image of the Wikipedia article
called Pets

We can right click on that picture and make it searchable…
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