One Note Tips

Add Notebook |

Type Mobas Sedect the page whens wou wanl o
add notes, clhick ampatwans on e page, ard
Type o nales.

Mo Motes: Click the bag bar al a nale box
and drag il ba e localion.

[Brsipe Males Click and drag the adge ol a

reaE,

Deels Holes: Select a nale and chck
Dwleds -

Wirile Mobes. Chek he Draw lab and clck the
Color & Thicknass® ' bulion. Seecl a
thickness, sebacl a color, and cdick K. Wiite
wolr nobes ar skelch an image.

Disfete Wriling: Click the Draw lab and select
the Typek - or Lasso Selact . ool Click an
ibemy b0 e and press The Delete key.

Cormven Wiiling 1o Tesl, Click ihe Type e ar
Lasso Select ' . lool, sdect the 'ﬁTiIillujﬂ:l.l
wianl 1o cormert, ard click Ink to Text

g a Tag: Click in the paragraph you want o
lag. chck the Tqr tullon on The Home Lab,
and 2sect a Lag.

Create o Cuck Mo Click the Show hidden
icons Blicon on the Windows System iray,
sefect Mow quick note B, type a note, and
click the Clos= X butlon.

Dipen 3 Quick Mole: Click the current
rclEhonks rame, clck Guick Nates ! and
e a page lab.

5 ay e

5. Click 1he Insert
tak, clck Screen Clipping &, and dick ard
drag owear 2 ragian al e sorean,

Lin 1o Corlend within Onebole. Right-chck in
The texl you wanl b ink o and selact

Link to Paragraph [ Mavigale o and dick
wbwEre you want o place the frk and click
Pasts 0 an the Fama (ab.

Link 1 Exlernal Content: Sedect the texl you
weanl 1a link, clck the Insart Lab, and dick he
Link " bullan. Enles the conlenl’s addrass in
the Address fekd and cick QK.

iz an mage: Clhck the Insart lab, dick
Pictures [ o Online Pictures E3 | |ocale an
iresge o inser], and dick Opan.

Bid a Taoke: Clhck the nsart Lab, chck the
Tabilel™ Bution, ard ssfec) the mumber af rows
and calumns.

Format Motebooks

Aty i Shybe Selecd the lel, click he
Styles & bultan and sebect a shybs.

Change lhe Forl: Sedect the texl, chck the Pont
lral arrcra, and selesc] @ new ank.

1 Siee Selecl the e, cick the
Fant Size is! arraw, and selacl o lanl dze.

Format Motebooks

g Sedec b lexl, cick
(i3] F-unnl.’:-ul-utj.lul.alrm arnd sedeit a rees
ooler.

Apoks Bold, |lake, or an Urderfios: Seact ihe
et and cick Bold & | Halic |, or Underfine
¥ fromm the Home mend.

EebLI.'I:Iu: hlnlal‘led'll:i-:l yiou wanl o copy.
Chick lhe Format Paintar - bullon an the
Hame lab. Then, ssec] the laxl you wanl o
apply T copied frmalling L.

Coreale 2 Linl: Sedact the taxl vou wanl o make
inlo a isl and dick the Numbering : - or
Ballats i~ bulton.

Ad a Date o Time Slamp: Chck where you
wianl the stamp, chck the Insert tab, and click
it DateMar Time ) buticn.

Sl Check: Click the Review lab and click
I Spelling © bullon. For each possibie

ermar, clck lgnore, &dd, or Change. Then,
clck OK.

L= an Exsling Templale, Chck the Insart lab
and click the Page Templates 2 bution, Chck
i bamplate catepory, seect a bemplale, and
chck Se Terplale: pane's Closs = bullon.

[P b

Crisste a naleboak
paage with the desired texl and famalting. Clck
I Insert lah and cliock the Page Templates
Bbutian, Clck Bave current page as a

template, hpe a templabe name, and dick
Save

Lize 2 Cuslom Template; Cick the My
Templates expansion amow, sefect The

cusbam bemplate, and dick the Termplalas
pare’'s Closa * bullan

zing OneMole with Office

Send Kales [0 'Word. Mavigate o 1he page you
wanl toserd, dick the File tab, cick Sand,
and then dick Send fo Word &8

iy e Click the: Insart Lab,
Llnk e FI-l-.l.‘H:i:hrn-'I. B bultan, sdect a
Me o allach, ard click Insert.

A 3 File Pr :.'.'.'gu': Click the Insarl Lab, click
e File Printout ) bultan, ssdect a e, and
clck Insert.

Al Cngloak: bleeing Detaie: Click where you
wanl to add the delails, cick Meeting Details
[ or the Home tab, and seiect Choosa a
Mesting from Another Day (5. Cick the
nl-'ldlrﬂ oo, seleed o dale, selec]
realing, and chick Insert Details.

Do es Oiyjllock Tk from & Mole Select a
note, click e Outlook Tasks ™ bullon, and
seda| & lask doe dale.

Using CneMaole with Office

Serpd Males 3 Click e File 1ab,
click Send, and seluﬂ !»-ndn.!.ﬂ:chm-ll.
B A o racigient 1o e To held ard click
Sand =

Errbed a Spreadshest. Cick he Insart Lab,
dick he Spreadsheetd) bultan, and seect

Existing Excal Spreadsheed Salect o fie
and dick Insart

Corvert a Table o a Spresdshes]: Chck e
Lable, chick the Layouwt lab, and clck Comvert
i Excol Sproadshestdl,

Shars and Collaborate

Export a Page, Seclicn, or Malebook. Click e
File tatr, cick Export, and zslect Page [,
Saction |, ar Motebook [ Sslec] an sxpert
forrmal, cick Export, salesct 3 save localion,
ard dick Save.

Cregle o New Shared Molshook: Clck the Flla
tab, chick Mew and doublecick Onelirbve .

Type & name in 1he Nolebook Hame feld and
click Create.

Share an Exsling hotebaok: Chck the Fils lab,
click Bhare, and ssect a shared Bealion.

Type & name in 1he Nolebook Name Seld and
clics, Mowve.

|reeiles Paaple b g Shansd habsbook, Click e
Fibe Lat, click Share, type people's names or
ernail addreses n (be racigient FEd. Click n
the massage fekd, type a message, ard dick
Share .

Creale a Sharing Lirk: Clck the File lab, clck
Share, and click Get a Sharing Link . Clck
Create a view link or Create an edit link.

Sync Changes. Click the File lab, Sick View
Sync Batus ' chck Symc Now, and click
Closa.

I jis Cld-: the Mistory lab,
click Flrdby.tul.hu-r o, sl A rame i sees
their charges, and dick a change o jump il

Wiew Fecenl Edils: Clhck the History lab, chick
Recent Edits (U, ssdect a dale range, and
sedect a page in the Search Resulls pane.

HE Click 1he Review Lat, cick
the F‘:Ilﬂ'urd 2 Bulon, and chck Sat
Password. Type a passward, dick in ke
Confirm Password lied, relyp lhe
password, and cick OK.

Festare a Pravious Page varsion Click the
History 1ab, click the Page Versions 7
bultan, and seect an sarfier wergon. Chek the
veliow natiicalion above (ha page ard select
Resiore Yersion. Cick the Page

Versions T bulton again ko Hde 1he alber
VErSIOnE,




