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The Fundamentals

If you attend a lot of meetings where you need to take
notes, OneNote is a helpful program to use. OneNote is
Microsoft’s notetaking software that collects typed or
written notes, drawings, tables, and screen clippings.
OneNote is like a digital notepad but is much more
organized. Instead of having to flip through each note to
find what you’re looking for, OneNote saves notes in
pages which are organized into sections within
notebooks. OneNote is a very collaborative program
and notes can be shared with other OneNote users.

This module is an introduction to working with
OneNote. You’'ll learn about the main parts of the
program screen, how to give commands, and how to
use help.

Objectives

Understand the Screen
The Quick Access Toolbar
Change Views

Search Notes

Print

Help

© 2019 CustomGuide, Inc.
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Understand the Screen

((E) a5 = Q1 Review - OneMote Kayla Claypool
File Home Insert Draw History Review U
J— .
Lt NST Notes ~ Meetings Media Posts Destinations Expenses + Search (CErl=E) P~
2 {+) Add Page
Q1 Review
Friday, September 23, 2016 12:14 PM Q1 Review
(2 Review
Agenda 03 Review
Summary of Previous Quarter Qd Review
What's Coming This Quarter
Financials

Take-Away Items

Motes

Sales this quarter have been down compared to Q4 of last year

Meed to identify reasons and solutions

MNew social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

o Title Bar: Displays the name of the current G Help/Display Options: Here you can see
file. the help feature, change how much of the
ribbon is displayed, minimize, maximize or
restore the screen, or close Excel
altogether.

9 Quick Access Toolbar: This is a fast way to Q Microsoft Account User Info: When you
access the most used features. log in with your Microsoft account, your
name and picture appear here.

10 [Your Company Name]



Social Media - OneMote  Kayla Claypool

Harme Insert Draw History Review =" E

l|__:= NST Notes « Meetings Media Posts Destinations Expenses + search (Ctrl+E) P~

2 (¥) Add Page
S | Media é
Friday, September 23, 2016 12:14 PM 0 Social Media

Facebook

Twitter

Social media continues to be a great advertising resource for North Shore Travel. It is important
to keep track of posts on each social media site to avoid duplicate posts in the future. If you
have suggestions for other sites to advertise on, post a note on this page!

G The Ribbon: This is where you’ll find all the 0 Notebook Sections: Each subject is
options you need to create, format, and separated by a tab. Click a tab to jump to a
organize your notes. It's collapsed by different section.
default in OneNote, so just click a tab to
expand it and see the options.

Active Notebook: This is where you'll find n Notebook Pages: Each page in a section is
the name of the current Notebook. listed at the right. Click a page to view its
content.

G Search Field: The search field lets you
search for specific text within a page,
section, notebook, or all open notebooks.

© 2019 CustomGuide, Inc. 11



The Quick Access Toolbar

The Quick Access Toolbar holds a few buttons for commands that you'll use often, such as back and undo.
You'll notice there is no save button like in other programs, and that's because OneNote saves everything

automatically. There's no need to ever save manually!

Customize the Quick Access Toolbar

“ Click the Customize Quick
Access Toolbar button.

This list displays some common
commands you can add. But if
you don't see the one you
need, you can click More
Commands and find it in the
dialog box.

e Select a command to add.

Customize Quick Access Toolbar

v Back

L:: NST Forward
v Unde
Q; Rede
] Print
rid
Print Preview
Agel Favorite Pen 1
Suml Fovorite Pen 2
Whs B
Final Favorite Pen 3
Take Favorite Pen 4
Favorite Highlighter 1
Not¢ ;
salel Touch/Mouse Mode
Nee More Commands...
New Show Below the Ribbon
A puU 3

What can we do?

Q1 Review - OneNote  KaylaClaypool

Review View

a Posts Destinations Expenses

oared to Q4 of last year

yorks in the Marketing Department
he problem next year

Research potential destination "hot-spots”

+

Search (Ctrl+E)

4

(+) Add Page

Q1 Review
Q2 Review
Q3 Review
04 Review
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Change Views

There are a few different view options you can change in OneNote to make note-taking more efficient.

Ribbon Views

Click the Ribbon Display
Options button.

Show Tabs is the default view.

If you want to hide all of the
ribbon, you'd choose Auto-
hide Ribbon.

Select a display option.

Q1 Review - OneNote  Kayla Claypool

Home Insert Draw History Review View oo NEEE

I\::’ NST Notes ~ Meetings Media Posts Destinations Expenses E
Q1 Review

Friday, September 23, 2016

12:14 PM =

Auto-hide Ribbon
Hide the Ribbon. Click at the top
of the application to show it.
Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.
Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

Agenda

Summary of Previous Quarter
What's Coming This Quarter
Financials

Take-Away [tems

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

Q3 Review
Q4 Review

© 2019 CustomGuide, Inc.
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Notebook Views
c Click the Fu" Page View G Q1 Review - OneNote  Kayla Claypool

bUttOI’\. Insert Draw Review View
. . .n.D P o AlE-E E ) Ap; ?’Z‘ To Do Tag B F‘d]
Everything else is collapsed to Pute | B r U - ¥oA- =- syles | Tag :;:Tfr . Gl vesing
. . B - - utlook Tasks ™ | page | Details ~
glve you more nOte'taklng Clipboard Basic Text Styles Tags Em:il Meetings -~
space. [} NST Notes v | Meetings | iizdia posts | Destinations | (Eipensesll + Search (Ctrl-6) £
. . Q s @ addpage
e Click the Normal View button. Q1 Review
Friday, 12:14 PM Q1 Review
Q2 Review
Agenda Q3 Review
Summary of Previous Quarter Q4 Review

What's Coming This Quarter
Financials
Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

L:: NST Notes > Meetings ~ @

Q1 Review

ember 23, 2016 12:14 PM é
Agenda

Summary of Previous Quarter
What's Coming This Quarter
Financials

Take-Away Items.

Frida

Notes

Sales this quarter have been down compared to 04 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

14 [Your Company Name]



View options can also be found ECEZES Q1 Review - Onetlote  Kayla Cleypoo
on the View ta b. File Home Insert Draw History Review

J— = @ E B( IE (_\ ) 0% - D’j 1] Mew Docked Window

y E 100% = Mew Quick Note
Normal Full Page Dockto = Page Rule Hide Paper | ZoowiS£ool

m ew
View View Desktop Color~ Lines~ PageTitle  Size out In ‘EFPageWidth  \yingoy A Always on Top

CI|Ck DOCk to DESktop. Views Page Setup Zoom Window -

- . —
LIt NST Notgd = Meetings Media Posts Destinations Expenses + Search (Ctrl+E) P~

Click the View tab.

The OneNote window is 5 (O AddPage

docked to one side of the Ql Review .

. Friday, September 23, 2016 12:14 PM Leview
screen so you can easily work Q2 Review
. Agenda Q3 Review
in another program at the Summary of Previous Quarter i

. What's Coming This Quarter
Same t|me Financials
Take-Away ltems.
Click the Normal View button. Notes

Sales this quarter have been down compared to Q4 of last year

Meed to identify reasons and solutions

Mew social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

o ‘

Recycle Bin Q1 Review

Agenda

Summary of Previous Quarter
What's Coming This Quarter
Financials

Take-Away ltems

Notes

Sales this quarter have been down compared
to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works
in the Marketing Department

A push is needed at years end to avoid the
problem next year

What can we do?
Research potential destination "hot-spots”

© 2019 CustomGuide, Inc. 15



Notebook Pane

@
(2

Click the Notebook list arrow.

Click the Pin Notebook Pane to
Side button.

Now the Notebook pane stays
open on the left so you can
easily see all of your open
notebooks and quickly switch
between them.

Select a notebook from the
pane.

Click a notebook's list arrow.

Q1 Review - OneNote

Kayla Claypool

Home Insert Draw History Review

= = =] ;’ j E Ei( ]E G)\ Q100% - D’j 5[] Mew Docked Window
El 100% Mew Quick Note
Normal Full Page Dockto  Page Rule Hide Paper Zoom Zoom New
View  View Des olor- Lines~ PageTitle  Size | Out  In ‘2'PageWidth | \yindow A Alwayson Top
Views Page Setup Zoom Window
[ NST Notes | eetings | (Wizdia posts | Destinations | (Eipenseall + Search (Ctri+ £}
(®) Add Notebook - 0 , | @ Adipage
Q1 Review
My Vacation Q2 Review
Q3 Review
Q4 Review
NST Notes

Open Other Notebaoks
st year

‘eting Department
year

”;D Quick Notes

What can we do?
Research potential destination "hot-spots”

2.

® 9 =

Day 1 - OneNote Kayla Claypool

File Home Insert Draw History

ERFeil =i

MNormal Full Page Dockto  Page Rule Hide

Q00% - D’j 5[] New Docked Window
El 100% New Quick Note

ew
B Page Width | \yindow #* Always on Top

0K
Paper | Zoom Zoom

View View Desktop Color~ Lines~ PageTitle  Size Out In
Views Page Setup Zoam Window
Notebooks ¥ | Destinations | To-Doltems | Reservations | + Search (Ctri+B)
My v o 2 (%) Add Page
Vacation Day 1
NST v 7 Dav
Notes Friday, Septe 3, 2016 12:29 PM !
Day 2
é Tokyo, Japan. Day 3
Day 4
Day5
Day 6
Day 7
Day8
Day 9
Day 10

HD Quick Notes

Feid
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Click a notebook and drag it to S Q1 Review - Onetlote  Kayla Cleypoo

a new location i Home  Insert  Draw  History  Review
= = - E B IE G)\ Q 100% - D‘j =[] Mew Docked Window
i : @ 100% 1 50 New Quick Not
Click the Unpin Notebook Normal Ful Page Dockto  Page Rule  Hide  Paper Zoom Zoom B New e
. View = View p | Color~ Lines~ PageTitle Sze | Out In ‘EPPageWidth | \yindow A Alwayson Top
Pane to Side button. Views Page Setup o Window -
Notebooks ¥ | Meetings \("Wiedia Posts || Destinations | (VExpensesl + [search (ctri-g) £ -
My . o s (®AddPage
Vacatfon .
T Q1 Review
Note: ° Friday, September 23,2016 12:14PM Q1 Review
Meetinds T
Media Bosts Agenda Q3 Review
Destinalions Summary of Previous Quarter Q4 Review
= Expens: What's Coming This Quarter

Financials
Take-Away ltems

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

’E Quick Notes
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Search Notes

Trying to find were you put a specific note can be a daunting task! Luckily, OneNote has some pretty
powerful search capabilities to help you find just what you're looking for.

Click in the Search field and
type something you’re looking
for.

OneNote automatically starts
searching all open notebooks
and shows which notebook
contains a match, as well as
the section.

Click the Search list arrow.

You can then search a specific
location.

Select a search option.
Select a search result.

You jump to the page that
contains the term and it's
highlighted here. OneNote also
finds results in images and
even hand-written notes, if you
write clearly enough.

Click Find on page.

This is helpful when there are
multiple instances of the word
on a single page.

Shortcut: Ctrl + F.

Q1 Review - OneNote

Draw  History  Review  View

Kayla Claypaol

= . B o "
D Calibri - -li=- 3: @ R AJ 1 TD DoTag B %
. Sf T ‘GFindTags e
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s 5
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Finished: Al Notebooks (change) [rlem iR )
: This Section
Q1 Review i -
Recent picks This Section Group
Friday, September 23, 2016 12:14 PM
= [| Canada Tour This Notebook
[ Facebook
Agenda v All MNotebooks
i On page: c (4
Summlary UfVPrevn?us Quarter pag [C)] Set This Scope as Default
What's Coming This Quarter [ Q1 Review

Financials
Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last
Need to identify reasons and solutions

Mew social media strategies are in the works in the Markef
A push is nesded at years end to avoid the problem next yi

What can we do?
Research potential destination "hot-spots”

Social Media

O
(] OneNote Basics
0O

OneNote: one place for all o.

4 Fin Search Results [Alt=0)

(NST Notes>Media Posts)
{Quick Notes>Quick Notes)
. (Quick Notes>Quick Notes)

Canada Tour -

Home Insert Draw. Review View

History

=3 — 1— —

0 Calibri 11 -z ri= e =0 &)
Pasie ., B I Uabex.-| ¥-A- =- Styles
Clipboard Basic Text Styles
i::l NST Notes + Meetings Media Posts Destinations

Canada Tour
Friday, September 23, 2016 12:14 PM

OneNote  Kayla Claypool

7@ To Do Tag E\j kY
* " EQFind Tags =
Tag Email  Meeting
- |” Outlook Tasks ~  page  Details -
Tags Email  Meetings A
Expenses + canada X -

Finished: This Notebook (change)

Recent picks

Find on page (Ctrl=F]

4

(] CanadaTour

[l Facebook

(NST Notes>Destinations)
(NST Notes>Media Posts)

Planning Meeting

In less than three months North Shore Travel Will Introduc
package. There will be a meeting this Thursday at 9:30 A.M
finalize the Discover Canada marketing and pricing plans. \
schedule on this, so any additions or changes to the plans |

4 Pin Search Results [Alt=0)
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G Click a Search arrow. G Canada Tour - OneNote ~ Kayla Claypool
i Review View
o Click the Clear Search button. =

7 [¥]Ta Do Tag g pﬂ]

D Calibri 11 -iE s o
paste o L BaFindTegs |y
aste . abr el = es El mai eetin
And th his cl d |8 I Uk [FAC S XY > Outlook Tasks~ Page Dot
n € searcn Is Cleared. Clipboard Basic Text Styles Tags Email | Meetings
3 NST Notes ~ [ Destinations .. v |/ Match 2 of anada x -
6 , (+) Add Page
Canada Tour
Friday, September 23, 2016 12:14 PM Canada Tour
Mexica
Las Vegas

Planning Meeting

In less than three months North Shore Travel Will Introduce its new Discover
(Canada Tour package. There will be a meeting this Thursday at 9:30 A.M. in the
auxiliary conference room to finalize the Discover Canada marketing and pricing
plans. We are nearly a week behind schedule on this, so any additions or changes
to the plans should be submitted by Friday.
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Print

It's nice to have all your notes in electronic form in one location, but there will probably be times when you
also need to print them out. Let's see how!

c Click the File tab.

9 Click Print.

e Select a print option.

e Print: Send the document
straight to the printer.

e Print Preview: Check the
preview to make sure it
looks correct before
printing.

o Set the print preferences as
necessary.

o Click Print.

Q1 Review - OneMote Kayla Claypool

Insert Draw History Review View

7l [¥]To Do Tag

PN

S“’ . 5Q Find Tags e

L e L= tyles ag mail ecting

B Iuaskx-|¥-A-=-]X i 2 P OutlookTasks  page  Details-

Clipboard Basic Text Styles Tags Email  Meetings ~
Q1 Review - OneNote Kayla Claypool ~ ? - X

Print

Eﬁ Print

I;(‘i Print Preview

Account

Options

Feedback

E Print Preview and Settings X I

ol Print Preview Print Settings

[

Paste

Print range:

| current section ]
Paper size:

| Letter ‘

Scale content to paper width

Clipbo

Orientation:
@ Portrait 3
(O Landscape [

|\-m’

Eooter:

Page 1

Brainstorm with team 1 new excursion in each of the top 5 destinations é‘
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Help

If you come across a task in OneNote that you don't know how to complete, use the help feature!

Click the File tab.
Click the Help icon.

The OneNote Help window
opens.

Select a topic or click in the
Search box.

Type a topic and click the
Search icon.

You jump straight to the topic you
really need.

Select a related help topic.

Q1 Review - OneMote

Kayla Claypool

Draw History

— — v ™
Calibri -l sEE = M T°D°T59 g F‘d’]
Tay UFind Togs o | e
LA ag mai ecting
L, | BT U ek x| Y TP OutlookTasks©  page  Detaile-
Clipboard Basic Text Tags Email  Meetings ~
Kayla Claypool ? — b
2 Share Across Devices @
S To access a notebook on other -
computers or phaones, share the P S Open
$ notebook on the web Status Backups
Tip: sharing with others is optianal
NST Notes
Settings V\psfiHeme\Documents\Notebook
M Share on View
[ZEweb or
Account Network Notebook

Feedback

Options:

e
0 Calibri
Paste ¢ B I U ax X,

Clipboard

{3 NST Notes + [

Q1 Review

mber 23, 20|

Friday, S

Agenda

Summary of Previous
What's Coming
Financials
Take-Away [tems

Notes

Sales this quarter have
Need to identify reasol
New social media strat
A push is neaded at ye

‘What can we do?
Research potential des
Brainstorm with team

OneNote 2016 Help

‘@'0 Quick Notes ol

Create Quick Notes in OneNote 2016 for
Windows

0

Think of Quick Notes as the electronic equivalent of
a little yellow sticky note. Unlike paper though,
Quick Notes (formerly Side Notes) are instantly
saved to your ...

Create a Quick Note - OneNote

Work with a Quick Note. Press Windows+N. This
command works whether or not OneNote is open
on your computer. Tip: If you have problems
creating a Quick Note, click ...

Manage unfiled notes in OneNote 2016 for
Windows

‘When you take Quick Notes (formerly Side Notes)
or save info to OneNote 2016 from Clipper or Office
Lens, your notes are saved in the Unfiled Notes
section (depending ...

~ |
= L_'D
mail | Meeting
age | Details -

mail | Meetings

4

Search (Ctrl+E)

() Add Page

Q1 Review
Q2 Review
Q3 Review
04 Review

~

-
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Notebook Basics

While OneNote has plenty of additional features, its biecti
main function is to take notes. This means that writing Objectives

and organizing notes is its primary focus. Open and Create

In this module, you’ll learn the basics of inserting and Close, Exit, and Delete

editing text. You’ll learn how to create notes, how to Sections
organize your notes into sections, section groups,

) g Section Groups
pages, and subpages. You will also learn how to view

and modify your notebook properties, use the recycle Pages and Subpages
bin, and how to access backup copies of your Notebook Properties
notebooks. v

Recycle Bin

Notebook Backup
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Open and Create

While you can open a notebook by double-clicking its icon in Windows, you can also browse and open files
from right within OneNote.

Open an Existing Notebook

o Click the File tab. € Q1 Review “OneMate  'Kayla Claypool
Draw  History  Review  View

e Click Open.

Gibi -1 -ji=-iE- == Al M Miopoeg @ F‘d}
E - T | ¥ "7 ZqFindTags
Since we are logged in with a Wy BIUex- |24 S T e GutockTasks+ e e
Microsoft acc0unt’ any Clipboard Basic Text Styles Tags Email Meetings ~

notebooks saved to OneDrive
show up here. You can open a
recent notebook, or find one
saved on your hard drive by
clicking This PC.

Q1 Review - OneNote Kayla Claypool 7 - X

Open Notebook

Open from OneDrive

% Kayla Claypool (Switch Account)

My Notebooks

Select a save location.

Select the folder where the
notebook is saved.

Kayla's Notebook
Shared with: Just me

Manage notebooks on OneDrive

Open a notebook folder.

© oV

. Documents

Open from other locations *

@ Recent Name T Date modified
Account
Options Adobe 6/13/2016 2:46 PM

6 OneDrive - Personal
Feedback kaylaclaypoal@hotmail.cam OneNote Noteb..  9/23/2016 10:07 AM

El:l This PC

I o= AddaPlace

Q1 Review - Onehote Kayla Claypool ? X
Open from OneDrive
& Kayla Claypool (Switch Account)
My Notebooks
Kayla's Notebook
Shared with: Just me
Manage notebooks on OneDrive
Open from other locations L\ Documents = OneNote Notebooks
Account ( :) Recent Name 7 Date modified
Options My Vacation 9/27/2016 400 PM
(& OneDrive - Personal o
Feedback kaylaclaypool@hotmail.com NST Notes 9/27/2016 4:01 PM

El;l This PC

o= AddaPlace
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G Select Open Notebook.

The notebook opens and you're ready
to start adding notes.

Account

Options

Feedback

Q1 Review - OneNlote Kayla Claypool 7 -

Open Notebook

Open from OneDrive

& Kayla Claypool (Switch Account)

My Notebooks

Kayla's Notebook
Shared with: Just me

Manage notebooks on OneDrive

Open from other locations A Documents > OneNote Not... > M...

@ Recent Mame T Date madified

0 Open Notebook.on...  9/23/2016 12:31 PM
8 OneDrive - Personal

kaylaclaypool@hotmail.com

Etl This PC

=

o= AddaPlace
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Create a New Notebook

If you don't already have a saved notebook to work in, create a new one.

c Click the File tab. € Q1 Review - OneMote  Kayla Claypool

Draw  History  Review  View
Click New 7 [ Tobor =

. - - A== = ¥ o Do Tag - b

e b Calibri no - .is = %/ 7 |

_ - . gQFlndTags - ——
Now you need to specify S BT Uk [ XA S X WS T b Qe Tasks e | e | e
Where to Save the new Clipboard Basic Text Styles Tags Email Meetings -~
notebook. OneDrive is the
default. Day 1 - OneNote Kayla Claypool 7 = x

Select a save location.

Click in the Notebook Name N@W NOtebOOk

field and type a notebook
name.

e Click Create in a different
folder.

F N OneDrive - Personal EI;' This PC

kaylaclaypool @hotmail.com Notebook Name:

Recipes|

B.

Create
Notebook

Etl This PC

==

== AddaPlace

You can just click Create
Notebook to save in the

1
default location. Accorng é o Create in a different folder

Browse

Options

0 Click Create.
Feedback

The new notebook is created, and any
changes areca automatically saved in
the location you selected.

ﬁ] Create Mew Motebook Desktop » X

< “ 4 B« Documents s OneNote Notebooks + @ Search Desktop yel

Organize v New folder =- @

~
[ This PC

[ Desktop

| Documents

4 Downloads

& Movies My Vacation Motebook
D Music

[&] Pictures

‘am Local Disk (C)

P =¥ Network

v

Notebook Name: v

Feedback Save as type: OneMNote Q -

A Hide Folders Tools  ~ Frred

Options
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Close, Exit, and Delete

Close a Notebook

When you're done working in a notebook, it's a good idea to close it.

0 Click the File tab.

Day 1 - OneNote Kayla Claypool
e Click the Settings button next Fome o HEey e - B
b . = L= = 71 [ ToDoTag ~ A
to the workbook you want to b cett nE-E- = e B g £ Find Tags =S
close. W | B L Vx| Z AL = ST otook Tasks - Epr::! e
Clipboard Basic Text Styles Tags Email  Meetings ~
e Select Close.
And just that notebook closes. Q1 Review - OneNote KaylaClaypool 2 — X

Notebook Information

D Share Across Devices @
Ep To access a notebook on other ,

ST T e, S Miews Sync Open
fhx: ot el e Status Backups

Tip: sharing with others is optional

My Vacation
q o= C:\Users\ochoa\Desktop\My Vacation
b Share on
[HiAtah o =
Account . Notebook
F.' Share or Move
- s
Options
=% Ch
7t ose
Feedback IOtes
P i ochoa\Desktop\Notebook
roperties
n
.. View
L“:r:;uz:k Natebook
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Exit OneNote
o Click the Close button. G Q1 Review - OneNote  Kayla Claypool

Draw Review View
. . alla — = — v & 0
The entire program is closed and 5 o [n E-E- == e Ay Menw OBy
* ind Tags
Paste L. abr o = Styh T Email | Meeti
you're brought back to the desktop. W og BT Wk | ¥-A-[S 7T P OutookTasts | age | Dete:
Clipboard Basic Text Styles Tags Email ' Meetings ~
I\::’ NST Notes = | Meetings Media Posts  Destinations Expenses  + Search (Ctrl+E) P~
2 () Add Page
Q1 Review
Friday, September 23,2016 12:14 PM Q1 Review
Q2 Review
Agenda Q3 Review
Summary of Previous Quarter IR

What's Coming This Quarter
Financials
Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

‘What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations
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Delete a Notebook

If you're done with a notebook and know you won't ever need it again, delete it.

0
o
3

Open File Explorer.
Navigate to

Open the
folder.

< | File Explorer

Home Share View

Clipboard QOrganize
4 s » Quickaccess »
# Ouick access ~ Frequent folders (8)
[ Desktop Desktop
This PC
‘ Dewnloads ! '
[ Documents

Pict Downleads
&=] Pictures 6 This PC
[ Desktop

My Vacation Documents

Stationery "—j This PC

B videos

Pich
& OneDrive e

This PC
[ This PC
[ Desktop Desktop

28 items

Documents

Share View

= tor | X Dol J 4

Pin to Quick Copy Paste to Rename  Mew Properties
access folder -

Clipboard Organize New Open

« v 4 [ » ThisPC » Documents

I Desktop 2 Name

4 Downloads Adobe

| Documents Adobe Captivate Cached Projects
&=| Pictures Archivos de Outlook
I Deskiop CPDeviceCapture
Custom Office Templates
MathMagic Equation Editar
My Adobe Captivate Projects
Onelote Notebooks
@ OneDrive Qutlook Files

Parallels

My Vacation
OneNote Noteh

Stationery

m
This PC Plantillas personalizadas de Office

[ Desktop Project 2013
[ Documents Snagit

A Naumlnade
25 items

HH setect an

Select none
qDInvert selection
Select

Select afile to pre

[ setect an

Select none
D‘:‘Invert selection
Select

v O

Select afile to preview.
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Select a Notebook.
+ | OneNote Notebooks

C”Ck . 2 Home Share View

g *® - M ¥ Delete ~ v Hsetectan
e £
Pinto Quick Copy Paste B copyto~ =lRename  Mew Properties
access folder -

Select none
DDInvert selection
Clipboard Organize MNew Open Select

« “ 4 = » ThisPC » Documents > OneMote Motebooks » v O Search On... @

I Desktop 2 Name

¥ Downloads My Vacation

|| Documents, NST Notes
&=| Pictures OneMote 2010 Guide
I Deskiop Recipes

My Vacation

OneNote Noteln No preview available.
Stationery

¢@ OneDrive

B This PC
[ Desktop
[£] Documents

AL Newmlnade b 3
4ditems  1item selected
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Sections

When you think about a multi-subject notebook, it has sections that are divided by tabs. OneNote also has
section tabs, at the top of a page, that are used to organize your notes.

Add a Section

c Click the Create New Section € QI Review - OneNoté Kayla Clajpool
button i Insert Draw History Review View

&D caibi |1 -[i=- 1= | == % A M T B\ F‘ﬂ]
i -l * 7" BQFind Tags -
€) Typeasectionname. T TR SFOENEY SO i TR
e Click Outside the tab Clipboard Basic Text Styles Tags Email | Meetings -
[} Notebook « [ Wectings " “iiedia Bosts | Destinations | + 4} Search (Ctri=E) o-
. () Add Page
. P
Thg nevY tab is created and OneNote Q1 Review
assigns it a color. Friday, September 23, 2016 12:14 PM Q1 Review
Q2 Review
Agenda 03 Review

Summary of Previous Quarter
‘What's Coming This Quarter
Financials

Take-Away Items

Q4 Review

Motes

Sales this quarter have been down compared to Q4 of last year

Meed to identify reasons and solutions

Mew social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

Untitled page - OneMNote  Kayla Claypool

Insert, Draw  History  Review  View
L1 — ¥ o
0 CalibriLight =20 ~ /= - i= = 2 Ag 7@ TDDDTEB — F‘I—_"]
. 5‘7 L., fQFindTags b
aste Ll oA L= tyles ag mai eeting
T AR < & A (= i 7 P OutlookTesks©  page  Detalls~
Clipbeard Basic Text Styles Tags Email  Meetings -~
e
LIt Notebook + Meetings Media Posts Destinations | Expenses 0+ Search (Ctrl-E) o

- (%) Add Page

Wednesday, September 28, 2016 8:24 AM o Untitled page
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Move a Section

c Click a Section tab and drag it G Untitled page - OneNote  Kayla Claypool

H D R Vi
to a new location. = cvew  View
o — - ¥ ~
& CalibriLight - |20 - 1= - 1= - o As M To oz - Bﬂ]
Pasty 1 Stj Taggrs ind Togs Email | Meet
aste . ab L= es a mail eeting
. W O ¥ Q= -4 S B -] Outlook Tasks ™ page  Details -
Clipboard Basic Text Styles Tags Email ' Meetings -~
e
L} Notebook v (Wiiztings "\ ("Wicdia Posts o einatore— Expenses | 4 Search (Ctrl ) Ead
2 () Add Page
Wednesday, September 28, 2016 824 AM Untitled page

Delete a Section

c Right—click a section tab. € Untitled page - OneNote ~ Kayla Claypool
PO et Draw Review  View
e Select Delete. -

_ 7 .
R R =R = A M TD PoTES = L“T—_“]
. L. fGFindTags o |
aste Ll oA L= ag mai eeting
Se B T Umx - ¥4 S = |P OutlookTasks* | poge | Details~
Clipboard Basic Text les Tags Email | Meetings -
[t Notebook v [Tiiestings \( Wicdiaposis )| Epenses  Reneme prch (Ctri=+£) L~
k2 Eport..
N (%) Add Page
X Delete &
Zl Move or Copy...
= M
P p— 2 Untitled page
Wednesday, September 28, 2016 8:24 AM [_\D Merge into Another Section...

[ Copy Link to Section
am  New Section
% New Section Group

Password Protect This Section...

Section Color 3
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Section Groups

You can use section groups in OneNote to further organize sections. They allow you to group multiple,
related sections together.

Add a Section Group
c Right-click in the blank space € 1 feew - Onetloé KaylsClypoo

next to the current sections. Draw feview  Wiew
&D Calibri M= =% | P 7’2‘ 470 Do Tag @ F‘ﬂ]
: & * 7 BQFind Tags -
€ SelectNewSectionGroup.  1na Ty sy yoacjme xdme P e e

Clipboard Basic Text Styles Tags Email | Meetings -

The group appears overonthe |~ = ewSecton
. . T3 NST Notes » [ Meetin B . P -
right and you can just start - ces - ISR iy Nmsﬁmg&“ﬁ
-
typing to name it. Q1 Review ’

Friday, September 23,2016 12:14PM Q1 Review
Type a name for the group. Agenda Q@ Review
Summary of Previous Quarter
N 4 Q3 Review
What's Coming This Quarter i
Financials Q4 Review
Take-Away ltems

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

Q1 Review <OneNote  Kayla Claypool

Draw View
=3 - V| B
[ leaibi [ -i=-i=- w0 Ay M TD PoTES ] L"T—_“]
o sﬁ L, fGFindTags o |
aste e A= tyles ag mai eeting
Tt e Bl Uaex LA-|= i = IP OutlookTesks~ | page | Details~
Clipboard Basic Text Styles Tags Email | Meetings “
L[} NST Notes » [ Mectings | (Midiapose ) ((Desinations | + = Marketing yeh (Ctrl+B) P-

- (%) Add Page

Q1 Review

Friday, b 12:14 PM Q1 Review
Agenda e
Summary of Previous Quarter J——
What's Coming This Quarter X

Financials 04 Review

Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last year

Meed to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations
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Add Sections to a Section Group

Click a section tab and drag it
over the section group.

Click the section group.

You know you are in a section
group because the name
appears below the notebook
name to the left of the section
tabs.

Q1 Review - OneNote

Kayla Claypool

Home Draw Review View

o0 = o v &
& Calibri BT = = = % A 7@ To POTES — Bﬂ]
Past 5 Stj T <8 find Tags Email | Meet
aste . abe . es ag mail eeting
. W O F Q= YA B + " outlook Tasks - Page | Details~
Clipboard Basic Text Styles Tags Email = Meetings
E:I NST Notes ~ Meetings Media Posts Destinations I——» %= Marketing Search [Ctrl=E)
2 () Add Page
Q1 Review
Friday, September 23, 2016 12:14 PM Q1 Review
Agenda ) Q2 Review
Summlary UfVPrevn?us Quarter Q3 Review
‘What's Coming This Quarter
Financials ey

Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

Mew social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

-~
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Q1 Review - Onehlote

Kayla Claypool

Draw View

-y . ~
0 i, -1 == == A4 M e = Fﬂ]
o S‘" Ty QFind Tags .
aste B I U abex, -~ - o tyles ag mai eeting
] L - - [" Outlook Tasks~ ' page  Details -
Clipboard Basic Text Styles Tags Email | Meetings
I3 NST Notes + [ Meetings |+ = Marketing Search (Ctri-E)
) 2 (%) Add Page
Q1 Review
Friday, September 23, 2016 12:14 PM Q1 Review
Agenda Q2 Review
Summary of Previous Quarter Q32 Review
What's Coming This Quarter Q4 Review

Financials
Take-Away ltems

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is nesded at years end to avoid the problem next year

‘What can we do?
Research potential destination "hot-spots"
Brainstorm with team 1 new excursion in each of the top 5 destinations

© 2019 CustomGuide, Inc.

33




ClICk the Navigate to the G Social Media - OneNote  Kayla Claypaol
parent section group button. Home History  Review  View

0 Calibri M= = = b e}.ﬁ -?'?‘ “QIDZ:'TEQ B\ F‘ﬂl
2Q Find Tags

Styles Tag Email = Meeting
x 5 - |* outlook Tasks~

#
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Page  Details~
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—— NST Notes
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. 2 () Add Page
Social ia
Friday, September 23, 2016 12:14 PM Social Media
Facebook
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Social media continues to be a great advertising resource for North Shore Travel. It is important
to keep track of posts on each social media site to avoid duplicate posts in the future. If you
have suggestions for other sites to advertise on, post a note on this page!
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Delete a Section Group

If you decide you no longer need your tabs grouped in a separate section, you can delete the section group.

c Navigate to the section group. e O Review- OneNote _ Kayla Claypool
. . . Insert Draw Review View
e Right-click any sections you

oD _— = o= 71 [ 7o DoTa & Ay
Calibri MU= = t Pg 75 2
want to keep. ] : 2 w0 O
aste . ab L= es a mail eetin
TE w B I Uk A= ! > Outlook Tasks Page Dmﬂsg.
e Select Move or Copy Clipbeard Basic Text Styles Tags Email | Meetings ~
I3 NST Notes » [ Mestings |+ % Marketing Search (Ctri+E) P~

2 () Add Page

Q1 Review

Friday, September 23, 2016 12:14 PM Q1 Review
Agenda Q2 Review
Summary of Previous Quarter Q3 Review
What's Coming This Quarter Q4 Review
Financials

Take-Away Items

Notes

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

Social Media - OneNote  Kayla Claypool

Home Insert Draw

AD Calibri N =R = 5 b4l To Do Tag B_\ gl
Paste = Styles .Tag 80 Find s Email Mzetr_m]g
gy | B 1 U= - g A | = > [* Outlook Tasks~ | page  Details -
Clipboard %t Styles Tags Email ' Meetings ~
—~— NST Notes
[ Morketing ~ O | Media Posts Rename Search (Ctrl<E) P

Export.. s @ addPage

Delete

&I Move or Copy...

Social Media
Merge into Another Section... Facebook
Copy Link to Section Twitter

Social media continues to be a great am  New Section Travel. It is important
to keep trackrcf posts on each social = New Section Group the future. If you
have suggestions for other sites to ar

Password Protect This Section...

Section Color »
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o Choose where to move the G Social Media - OneNote  Kayla Claypool

Section. Home Draw History Review View
S % [con 0 - [ MoveorCopySecton x| m
e Clle MOVG Or copy. Paste - B I U 2k x, - Move or copy section "Media Posts” into a notebook or after a section: > ’;I:tet‘lng
. . Clipboard Basi Meetings -
Once everything you still need o NSTNotes g Al Notebooke - ;
i H ! Marketin - Media| - —— .
is moved out of the section o] Marketing My Vacation 5
Add Page
i . . 2
group, it can be deleted. Social Medi = NST Nt
Friday, September zs.b 2 = ::,Te:ﬁ:g Social Media
0 Right-click the section group. Med Posts i
Destinations Twitter
Social media continues to b F CQuick Notes
o SeIeCt Delete to keep track of posts on ea D |

have suggestions for other g

The dialog box asks if you're
sure you want to move all the
sections in the group to the Q
recycle bin.

. Copy Cancel
0 Click Yes. Lo O % S E—)

The section group is deleted.

Social Media - OneNote  Kayla Claypool
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. ¥ b A= - j [ Qutlook Tasks * | page  Details -
Clipboard Basic Text Styles S Tags Email  Meetings ~
[} NST Notes ~  [icsingel)/ Media Posts | + % Marketing Rename o~

Moye...

Copy Link to Section Group |
Social Media

o o ) Add Page
Social Media 5 y

Friday, September 23, 2016 12:14 PM X
New Section Eacebonr]
% Mew Section Group Wwitter
Social media continues to be a great advertising resource for Morth Shore Travel. It is important
to keep track of - e B =
have suggestion| Microsoft OneNote X

| Are you sure you want to move the sections in this section group to Deleted

Notes?

6
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Pages and Subpages

Add a Page
0 Click the Add Page button. € March- OneNoe Ky Claypoo

Insert Draw Histary Review View
e Type a page name. =% g o i w As| 2 Brom Oy
o - .a 2Q Find Tags — e
New pages are automatically Pt | B Uk E-AC (S B e OutockTaker  proe | Detmle
added at the bottom When you Cfpkmard Basic Text Styles Tags Email Meetings "~
{3 NST Notes « ectin edia —— Search (Ctri=E) P -
use the Add Page button. S ke 1
o@ Add Page
(Optional) Hover where you March o _
. Friday, September 30, 2016 9:32 AM oD Q1 Review
want to add a page and click P
February
the + button. -
Q3 Review
Q4 Review
March

Move a Page

c Click a page taband dragittoa [ March - OneNote. " Kaa Claypoo

; D Hist R Vi
new location. r NGRRY  Fevier  View
X 5 v To Do Tag &
O & Tk £
o B . L EaFndTags I
aste B I U sk x al A Styles ag mail | Meeting
. - . x +  |>OutiookTasks~ | page | Details
Clipboard Basic Text Styles Tags Email | Meetings “
[} NST Notes = [ Meetings | icdic posts ) ("Destinations | + Search (Ctrl+E} P~

, (+) Add Page
March
Friday, September 30, 2016 9:32AM G
January

February

Review

Q3 Review

Q4 Review
il

March

e
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Create a Subpage

Once you've added a bunch of pages, it can be hard to keep track of them all. Luckily, subpages help with

organization.

Select one or more pages.

Tip: You can hold down the
Shift key and select multiple
pages.

Right-click a selected page.

Select Make Subpage.
The pages are indented.

Click the Collapse arrow to
collapse the subpages.

January - OneNote

Draw  History  Review  View
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-‘-DJS . ?l7| [ B\
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o Cut :
By Copy @ et
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0 = Make Subpage
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[> Outlook Tasks~ | page  Details -
Tags Email ' Meetings ~
Search (Ctrl+E) -
2 () Add Page o
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January
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Delete a Page
c Select a page to delete.
e Right-click the page.

e Select Delete.

The page is gone from the section and
it's moved to the recycle bin.

04 Review - OneNote Kayla Claypool

History Review View

2o AE’ 7@ [¥] o Do Tag @ F‘d]

Insert Draw
e = o=
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2 () Add Page

Q1 Review
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=P
=[ Rename Q4 Review

X Delete
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BB Copy

T3 Paste

|3 CopyLinkto Page
[&% Move or Copy... (Ctri+Alt+M)
] MewPage (Crl+N]

>

Make Subpage
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Notebook Properties

Your notebook properties, things like color, save location, and format, can be quickly changed using the
Notebook Properties dialog box.

0 Click the File ta b_ G Q1 Review - OneNote  Kayla Claypool
Home Draw History Review Vi
Click the Settings button. o _ 7 ToboTs - -
@ ey e
€  Select Properties. LR L LAt ML R Wy -
Clipboard Basic Text Styles Tags Email  Meetings ~
Here is where you can start
making changes.
Q4 Review - OneNote Kayla Claypool 2 - X
o Type a new notebook name.
- . . . y
Tip: And just know this doesn't Notebook Information
actually change the file name.
X . D Share Across Devices @
e Clle the Color ||St arrOW. @’ To access a notebook on other View Sync Open
hue | s e s S || s
e Select a new color.
Tip: sharing with others is optianal
NST Notes
. Settings WipsfHeme\Decuments\Notebook
© Share on .
[T g
Account . Notebook
F“.'. Share or Move
Options -
= Close
Feedback
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D — — e - /] [¥]ToDo Tag 5 T
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D Calibri il =T iE = o H

8Q Find Tags =l
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. o O g AL B - |> Outlook Tasks - Page  Details -
Clipboard Racir Tewt Shul, Tan Email hkdesting ~
. Notebook Properties X
LIt NST Notes b o~
|
Display name: NST Notebook] o [@ Add Page
3 Does not affect the actifal notebook folder name,
Q1 Revi s
Color: - -
Friday, Septem| | NST Notebook l:" Q1 Review
Agenda ) HE D@ 02 Review
Summary of p| Lot Documents o EEENE 03 Review
What's Comin| EEEE
Default Format: OneNote 2010-2016 notebook format 04 Review
Financials W W WS
Take-Away Ite

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations
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@
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Click Change Location.
Select a save location.

Click Select.

Home Draw

History

- ]

0 Calibri M Tﬂ Da Tag & BLL]
2 . B0 Find Tags Y

aste B I ag mai eeting

- ¥ = |P OutlookTasks~ | page | Detmils~
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Q1 Revi

Friday, Septem
Agenda
Summary of P,
What's Comi
Financials
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n Default Format:
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MST Motebook

Documents

OneMate 2010-2016 notebook format

(-]
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Convert to 2010-2016

[@ Add Page

| Q1 Review
| Q2 Review
Q3 Review
Q4 Review

Sales this quarter have been down compared 1o Q4 of Tast year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?

Research potential destination "hot-spots”
Brainstorm with team 1 new excursion in each of the top 5 destinations

Kayl

a Claypool

= - e Eooioo. s e
_ m(hoosea sync location for this remote notebook x
Cali
D ey &« ~ 4 HB > ThisPC » Deskiop » AR ] Search Desktop o
Pate , g
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. OneMote 2016 10/3/2016 8:38 AM  File fold, Page
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MOos 016 2:41AM  File foldgf -
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Summary| Documents View
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> D load: priew
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Notes
=] Pict
Sales thig Lt
Needtol ‘i Local Disk (C3)
New soci| vt 2l
Apushis Folder name: | Desktop |
Research|

Brainstorm with team 1 new excursion in each of the top 5 destinations
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Click OK.

Click the notebook name to

see the changes.

LNl nsert  Draw  History

mkl — N
[ cbn -1 === | A M2 Tﬂ Do Tag (& F‘ﬂl
3 5‘: oy (SFindTags I
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.
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MNotes

0K

Cancel

[@ Add Page

| a1 Review
| Q2 Review
Q3 Review
Q4 Review

Sales this quarter have been down compared to Q4 of last year

Need to identify reasons and solutions

New social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

‘What can we do?
Research potential destination "hot-spots”

Brainstorm with team 1 new excursion in each of the top 5 destinations

Q1 Review - OneNote Kayla Claypool

Home Draw  History  Review  View

It

B Calibri PO = —

Paste LAy oa Styles | Tag Email | Meeting
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Open Other Motebooks

||——D Quick Notes

Meed to Tdéntifv reasons and solutions ’

v
20 %’ 7@ To Do Tag
{ EQFind Tags

it year

Mew social media strategies are in the works in the Marketing Department
A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

Brainstorm with team 1 new excursion in each of the top 5 destinations

42

[Your Company Name]



Recycle Bin

When you delete pages or sections from a notebook, they are sent to the recycle bin.

Move Items to the Recycle Bin

c Double_c“ck a page. G 4 Review - OneNote  Kayla Claypool
Draw  History — Rewiew  Vie
e Click Delete. - ¥ ) oty
P?E@ " Styl T 48 Eind Togs Email | Meet
H H H aste I aky A otyles a mall vieeting
o Right-click a section. : b o fasn 2 x 2 1P OuookTosks~ | page | Detalls
Clipboard Basic Text Styles Tags Email | Meetings -
o Select Delete. T3 NST Notebook v [“Mestings " Silicdia e TN Search (Ctri=E) e
. (+) Add Page
. &
e Click Yes. Q4 Review
Tuesday, October 4, 2016 9:07 AM Q1 Review
Q2 Review
o Q3 Review
Q4 Review

Canada Tour - OneNote  Kayla Claypool

Insert  Draw.  History. Review'  View
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k4 Export.. () Add Page
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Friday, September 23, 2016 12:14 PM 2 Move or Copy... Canada Tour
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[ Copy Linkto Section pallEuay
Planning Meeting
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In less than three months North Shore Travel Will Introduce its né = New Section Group
Canada Tour package. There will be a meeting this Thursday at 9:

. R _ Password Protect This Section...
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plans. We are nearly a week behind schedule on this, so any addi Section Color 3
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Microsoft OneNote x

| Are you sure you want to move this section to Deleted Notes?
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Restore an Item

After a few things are deleted, head over to the recycle bin.

c Click the History tab. G Q4 Review (Read-Only - Deleted Notes) - OneNate Kayla Claypaol
. . File Home Insert Draw Review View
e Click the Notebook Recycle Bin B @ & I =
bUttOI’\. Next Mar:/as R\a_cce):t Flnzjt:y Hide Noi:J:mk o
Unread Read~  Edits - Author Authors Versions - Recycle Bin =
When you're restoring things i e iEei 2
from the recyde bin’ it's [} OneNote RecycleBin ™ led Pages  Destinations Search (Ctri+E) P~
easiest to keep the notebook @ Add Notebook 6 e i Ol
Q4 Review
pane open. NST Notes e

Click the current notebook list
arrow.

Open Other Motebooks

Click the Pin Notebook Pane to Iy cuick s
Side button.

Expand a notebook’s sections.

Any pages that have been
deleted show up in the Deleted
Pages section, no matter which

04 Review (Read-Only - Deleted Notes) - OneNote Kayla Claypool
notebook they were deleted
File Home Insert Draw Review View
from. ENCYNE =
v \Q eq ©
MNext Markas Recent Find by = Hide Page MNotebook
Unread Read~  Edits = Author Authors Versions - Recycle Bin =
Unread Authors History -~
Notebooks ¥ 3 | DelctedPages ' ( Gestinations Search (Ctrl+E) P~
NST v click a page or section to restore it, [tems are permanently deleted after 60 days. @ Add Page
Notes
) &
Q4 Review Q4 Review
Tuesday, October 4, 2016 9:07 AM
%) Quick Notes
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Click a page and drag it to an
open section.

Click a section and drag it to an
open notebook.

Home

(& &

Q, &Q

Recent Find by | Hide
Edits - Author Authors Versions - Recycle Bin =

MNext  Mark as
Unread Read ™
Unread

Notebooks
NST
Notes
Meetings
Media Posts

m——j Quick Notes

Q4 Review (Read-Only - Deleted Notes) - OneNote

Insert

Kayla Claypool
Draw

g

Page Notebook

Authors History
¥ 5 Deleted Pages Destinations
a Right-click a page or section to restore it. ltems are permanently deleted after 60 days.

~

[search (ctri=)

5]

Q4 Review

Tuesday, October 4, 2016 9.07 AM
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Q4 Review
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Insert

OneNote

Kayla Claypool

Draw Review View
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X HQ
Next Markas | Recent Findby Hide Page Notebook
Urread Read Edits = Author Authors = Versions = Bin~
Unread Authors H
Notebooks # 5 | Deetedpages | Bestinations
NST ~ Right-click a pa section to restore it. ltems are permanently deleted after 60 days.
Notes
Meetings
Media Posts

HD Quick Notes

You can't add pages to this section because it
is read-only.

~

Search (Ctrl=E)

o-]

(%) Add Page
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e Click Navigate to parent € Onehote  Kayla Claypoci
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Notebook Backup

When you're working in OneNote, a backup copy is created every so often in case something tragic happens.

c Click the File tab.

e Click Options.

e Click Save & Backup.

In here, you will see the
location on your computer
where notebook backups are
saved.

(Optional) Modify the backup
location.

Adjust the save interval.

Adjust the number of backup
copies to keep.

Click OK.

© 00 O

The dialog box lets you know
the changes won't take effect
until you restart OneNote.

Insert

Q1 Review - OneMote

Kayla Claypool
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Display
Proofing Save
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Sendfa OneNote
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Languzge

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins
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Backup Folder C\Users\Kayla Claypool\AppData\Local\Microsoft\OneNote
Default Motebook Location  V\psf\Home\Documents\OneMote Notebooks
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Backup
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Back up notebooks stored on SharePoint

Number of backup copies to keep: o
Back Up Changed Files Now
Back Up All Notebooks Now
Optimizing files
Percentage of unused space to allow in files without optimizing: | 15% :

v| Optimize files after OneNote has been inactive for the following number of minutes: 20

Optimize All Files Now

Cache file location

Madifying the OneMote cache file location is not recommended. Any unsy, changes will be lost. [t
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Cancel
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Click OK again.

O
O
10

Now the new backup settings are
saved so you don't have to worry
about losing your work.

Click the Close button.

Restart OneNote.

i
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Take-Away Items|

Notes
Sales this quarter have been down compared to Q4 of [a 1
Meed to identify reasons and solutions p

Mew social media strategies are in the works in the Marketing Department

A push is needed at years end to avoid the problem next year

What can we do?
Research potential destination "hot-spots”

Brainstorm with team 1 new excursion in each of the top 5 destinations
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