1. OneNote basics

How are OneNote pages different?

Thisisan example of anormal page of notes. You can type anywhere — just clickand type. For example, type
yourname here. Thentry movingitaround.

Note: You can't practice the interactive steps listed

on these pages in this PDF document - If you install
OneNote 2007 on your computer, this notebook will
be available in OneNote for interactive practice.

What are all the tabs?

OneNoteisaplace forgathering, organizing, searching, and sharing notes, clippings, thoughts, reference
materials, and otherinformation. All your notes will be visible here — organized by notebooks, sections, and
pages. You can create them by clicking File > New.

Notebooks: Sectionsinthe current notebook: Pagesinthe current section:
Startwith one or two. Sections letyou organize notes by activities, topics, or | Create as many note pagesin
peopleinyourlife. Startwithafewineach notebook. | eachsectionasyouwant.
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Special Unfiled Notes section — for note pagesyou need to create ina hurry. You can drag themelsewhere later.
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There is no Save button on the toolbar because OneNote savesall your notes automatically!

How can OneNote help me?

Take a few minutesto learn more about OneNote and its mostimportant features.
Flip through the page tabsin thissection (on the right-hand side):

L) OneNote ... | Getling Started with Onebote . Mors Cod Festires =,

1. OneNote Basics

How are OneNote pages different?

This i am exampla af 8 noemal paps of notes. You can type avywhens — just cick and type. For axamgle, type
your name here. Then try mowng & around

L

What are all the tabs?

[ otistaGude [ Povionsd [ wes =

12, Mere rescuries |

Upgrading from OneNote 2003? Make sure to check out page 11 afteryou have looked through the other pages.
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2. How can OneNote help me?

Something for everyone

OneNoteisanideaprocessor, anotebook, aninformation organizer —some even
callitan "add-on pack for your brain”. Many people find OneNote indispensible
once they startusingitand we hope you do too!

OneNote can helpifyouneedto:

* Make sure you don't lose any information that you thinkisimportant

+ Organize scraps of information that don't fitwell into e-mail, calendar, or
formal documents

+ Gatherand referback to notes from meetings orlectures

+ Collectresearchfromthe Web orothersources and annotate it foryourself
orothers

+ Keeptrack of whatyou needtodo nextand not miss anything

+ Workcloselywith otherpeople onaprojectsharing notesand files

OneNote willcomplementyouractivitiesin Microsoft® Office Outlook®, Word, and
otherprogramsin the Microsoft Office system through several integration features.

Capture ideas and gather information

You can quickly capture meeting notes, brainstorming notes, ideas and thoughts,
audio fromdiscussions, video frominterviews, diagrams, and so on using the
keyboard, pen orthe recording capabilitiesin OneNote. You can also gather
clippings from the Web, e-mail, miscellaneous materials for projects, customers, and
classes, files, pictures, and so on using convenientintegration with your Web
browserand the Office system.

Keep things organized

With OneNote, all thisinformation stays in one place. Itis easy to organize it, or pile
ittogether (if that’syour preference), and then search and find itagain — even
wordsin pictures and audio orvideo recordings! Since OneNote uses the familiar
concept of notebooks divided into sections with pages, you can get going right away.

Be prepared

Havingall thisinformation atyourfingertips will keep you always prepared: for the
next meeting, forwriting afinal document or e -mail message, for doingatask, for
talking toa customer, forgoingonatrip, and so on. You can flagitemsinyour
notebooks asImportantor To Do and then quickly gather summaries of information
you have flagged thisway. OneNote is fully customizable so you can adaptit to your
work style.

A team effort

You can alsowork with your whole team — in a shared notebook that everybody
can editat the same time and view even while not connected to the network.
OneNote seamlessly merges the changes each time anyone updates the notebook.
Ashared notebookisagreat way to see whatinformation the team has gathered,
whatfilesand notes are available as sources, even what actionitems remain for the
teamtoworkon.

Continue to the next pages of this Guide foran overview of basic features you
should know about.
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3. Take notes of many types

Move your mouse over each note

You can take notes fromtop to bottom like ina word processor or
use the whole page to arrange things as they make sense toyou.
Whenyou take notesall over the page, they end upin separate note
containersthat you can move around. Try dragging the note
containers using the handle at the top of each container. Press SHIFT
while dragging if you want to merge the containers.

You can paste picturesinto It's easy to create lists:
your notes, includingclip » Bulletedlistsforrandom
artand digital photos thoughts
» Inmanydifferentstyles
= Evennestedoutlines

1. Create numberedlists

2. Usethem forstep-by-step notes

You can store informationin
tables.

Foodto bring ‘ Quantity

Apples 5
Oranges 4
Drinks 8

Tc\\( (\Q{QS

Forinktipson TabletPC, check
the More Cool Features section
afteryou are done with thisone.

You can make simple diagrams using the

You can copy and paste information

fromthe Web or from other programs menu).
onyourcomputer.

Drawing Toolbar (available onthe View

Products
Team Ball Team Bag
100% Leather Lightweight, waterproof
$49.99 Price: $49.99

Pasted from <http://www.contoso.com>

Getting Started with OneNote Page 4


http://www.contoso.com

4. Gather screen clippings

Capture screenshots of what you see on the Web or in programs that you work with. Screen clippings are
especially useful for Web research, trip planning, online shopping, and product comparisons.

Tryitnow
Insertascreen clipping fromthe Web:
1. i Press Window logo key + S while in any program or browser

2. Selectanareaofyour screen. Aseparate OneNote window will open showing the Unfiled Notes section
where the screenclippingisinserted:

Unfiled Notes N\

. Directions

=zday, January 1L, 2006

N

E:__ OneNot*uide E; Personal E: Work | ¥

| J L3
| Lave [ - Jeamend
i §
Prestaptss o MSM Maps & Directions - Map
Varow { http: f /mappoink. msn. comjiiwpy#wSSenqyil4S asOkijay)/map as
2 ‘) 2o-122.1 30868A=43.000008P=| 6B62 | 2T I=R edmond%:2c+'Wa
i;uv'/c S (e Screen clipping taken: 1122006, 10:03 PM
® P 120 Ll ‘__ll\/

Whenyouwantto insertascreen clippinginto the current page instead of the Unfiled Notes section, switch to
the OneNote window, put the cursor where youwantthe clipping, and click Insert > Screen Clipping or the Clip
button on the toolbar:

You can customize optionsfor screen clippings by right-clicking the OneNote icon in the Windows taskbar:

= »>a B 1005 P
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5. How to organize notes

Start with one or two notebooks

You can start with the Work and Personal notebooks thatare already created in OneNote and modify themas
you like. Oryou can close these notebooks and create anew notebook. Click File >New > Notebook to open
the New Notebook Wizard. Try using one of the notebook templates listed in the wizard.

From Template:

[ w " Blank |

m Clients Notebook
@ Professional Services Notebook
Student - Semester

w Shared Motebook - Group Project
| =

Create sections by project or topic

If youractivities revolvearound a project, atopic, or a class, create a section foreach of these itemsin your
notebook.

J History . Math . Chemistry . Philosophy >

Create sections by person or customer

If you mostly deal with customers, patients, clients, oryour direct reports, create asection for each of them.

[ Anna \ Bob \Carlu:us \\ Satami \Fal:uien mwg\ Yun-Feng

[ Contoso, Ltd. \ Fabrikam, Inc. \ VWoodarove Bank Y

Use the Unfiled Notes section when in doubt

Whenyoudon'thave time to think about where your notes should go, just click Window logo key + N which
immediately launches OneNote and creates anew page in the Unfiled Notes section (click the button at the
bottom of the Navigation Bar to jump to itlater). It's okay if thissection gets big. You can drag the pagesto
othersections later, or just use search to find theminthissection.

. z

G|l

Change your organization over time
Asyou use OneNote and create more notes, you may want to organize your notes differently:

¢ Ifyoufindyourself creatingalotof pagesfora topic, try dragging theminto a new section

¢ Ifyoufindyourself creating many sectionsin one notebook, try puttingsome of theminto aseparate
notebook

e Make navigation between notes more convenient by creating several notebooks at the top level, rather
than putting everythinginside one notebook

Whenyou need to reorganize your notes, you may find it convenient to expand the Navigation Bar:
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If you accumulate too many notebooks with too many sections inside each notebook, you can use Section
Groups (File >New> Section Group) to nesta multi-level hierarchy of sections within one notebook.
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6. Search your notes

OneNote can quickly find typed text, handwritten notes (if they were written onaTablet PC), and even text
inside pictures!

Try it now! Search for the word "Contoso™

Use the search box in the top rightside of the OneNote window to type the text you are looking for, and then
pressENTER or click the Search button. You can also press CTRL +F to jump to the search box.

When the search results appear, you can view each search resultindividually, or
click ViewListto see a complete list of the pages that contain your search term.

Tip: Click the red X button when you want to clear the yellow highlighting.

Did OneNote find the word in the picture of the business card below?

Main contact in Contoso: Rene Valdes

Contoso
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7. Work with Outlook

Microsoft® Office Outlook® 2003 or 2007 required.

Create Outlook tasks from OneNote

In OneNote, mark follow up items from meetings or brainstorming notes as
Outlook tasks.

Use the Task toolbar button and drop-down or Insert > Outlook
Task. Click the drop-down arrow to control the task due date.

In Outlook:
To-Do Bar »o X
February 2006
S M TW T F S
12 3 4
5 5 7 8 910 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
[26] 27 28

|Arranged By Start Date |

i'ﬂpe a new task -I

® ¥ NoDate
= ¥ Today
3 Task will appearin p. E-mail trip itineranito,. ¥
Outlook e Tnmm ¥ Todwy
e\ Tomorrow
Get last slide u
2 Y This ieek
= i This We \* Mext Week
Changesin Outlook and OneNote are synchronized: s AT tobate
. Y Lustom..
N i Add Reminder..
5 " Mark Complete
4 Delete Task
Create linked notes for Outlook meetings and Contacts Set Quick Click..
T
In Outlook, selectameeting or contact in Outlook that you want to take notes
about.
Click the OneNote button with achain link to create the linked notes. -3 y:; i |g‘5 Taday
Laterclick the button again to openthe created notesin OneNote. ——————— —

1 Clickto
create

3 Clickagain
to open

Send e-mail messages to OneNote

In Outlook, selectan e-mail messageand senditto OneNote.
i

By default, the message goes to the Unfiled Notes section, butyou can change
thatsettingin Tools> Options > Outlook Integration.

L=

i=§ Reply to All (= Forward 2 | L send/Receive ~ [ | LA

E-mail notes directly from OneNote

Read the next page of the Guide to find outabout this feature.
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8. Send notes to others

E-mail notes, even to those who don't have OneNote

You can send any note page as an e-mail message, directly from OneNote. Forexample, send your meeting
notesto other meeting participants. Recipients don't need to have OneNote to view the notes, because
the notesare placedinto the body of the message in HTML format, or added as an HTML attachment.

Click the E-mail toolbar button or click File > E-mail to compose a message.
(Youcan click the E-mail button again if you want to cancel composing amessage)

Note: This feature works best with Outlook 2007. It will also work with most other Windows-based e-mail
programs if they properly support the MAPl interface.

Publish notes as PDF

Note: Youcan save as a PDF or XPSfile only afteryouinstall an add-in. For more information, see
Install and use aPDF or XPS add-in.

You can save your notesin formats like PDF of XPS, for distributing to people who do not have OneNote or
postingyournotesona Web page.

You can publish selected page(s) orawhole section. Click File > Publish as PDF or XPS.

i - ot paTEs -
S - = = @ﬂﬂ = =
——a o Th
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9. Tag importantnotes

Use Tags to easily find importantitems buried in your notes. To see tags from all notebooks, click View > All
Tagged Notes.

Tag meeting decisions, ideas, definitions, key points, billable hours, questions, people's names, books to
read, etc. If youdon't have Outlook for task management, you can use check-box tags to track tasks.

Try it now:
1. Putyourcursor on the line below:

Importantdecisionina meeting

5 Find the Tag toolbar button and click the drop-down arrow. Or click Insert > Tag.

Click Important on the drop-down menu:

felo cfice 0B £ -] @ | w0

:T; Show All Tagged Motes

F:{'. Custamize My Tags. ..

] ToDo Chrl+1
Imporkant Ckrl+2

?  Question Chrl+3

A, Remember For later Chrl+4

3. Onthe same drop-down menu click Show All Tagged Notes. You will see the tagged note in the list,
inaddition to tags from other notebooks. Click on any tag in the roll-up tojump to the note.

Tip: If youwant to limitthe tags summary to part of your notes, or just see notesyou have tagged
recently, choose adifferent Search setting at the bottom of the Tags Summary task pane:

Customize your tags

You can customize your tags howeveryou want using Customize My Tags at the bottom of the drop-down
menu. If you use OneNote at work, you can create tags that match your occupation. Similarly, students can
use tags that are keyed to specificacademic tasks.

Sample setof tags for students:
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.o Tag v'ljﬁigip & & &2 - | @ 100%

& T

I P HPOUREE < x> R EX

Show All Tagged Motes

Cuskomize My Tags...

Imporkant

Homework,

To Da

Question For office hours
Definition

Key point From lecture
Term paper idea
Reading list

Friend conkact info
Zool quate

Website bo visit

Maovie ko see

Pusic ko lisken ko

Blog this

Femoyve Tags From Selection

Cr4-1
Chrl4+-2
Chrl43
Chrl4+4
Chrl45
Chrl4+6
Ctrl4+7
Chrl4+3
Ctrl4+9

ChrlH-0
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10. Use shared notebooks

Better than adocument on a file share or shared drive
With a shared notebook:

+ Multiple people canedititat the same time
+ Changesare mergedautomatically
*» Notebookisavailable offline foreach person

Keep your team "on the same page"

You can use a shared notebook for notes about a team project,
sothat everyone canwork onitat once, like inawiki — only better.
Shared notebooks are great for storing:

+ Meetingnotes
* Projectvisionand brainstormingideas
» Anysupporting materials collected by group members

+ Listof teamwork items that people can mark off. (If you manage your work items in Microsoft® Office
Project, you can drag the project file onto a OneNote page as an attachment)
» Informal draft of the projectreport where people can add comments. Later you can send it to Microsoft®

Office Word (File >Send To)

Anotebook can be shared simply by storing it in a shared location, such as a shared folder on your own computer, a
file share onaserver, orSharePointssite (Microsoft® Windows® SharePoint® Services 2.00r 3.0) . OneNote will guide
you through setting up a proper location if you use the Share menu or the shared notebook optioninthe New

Notebook Wizard.

Best practices for Shared Notebooks

Todiscoverthe best ways to use a notebook with agroup of people, try the Shared Notebook templates whenyou

create aShared Notebook in the New Notebook Wizard.
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11. Upgrading from OneNote 2003?

What you need to know about the new file format

When you started OneNote 2007, your notes were upgraded to the new file format. The upgraded copy is
placedin the new OneNote Notebooks folder. Your My Notebook folder remains untouched.

Canlupgrade later? | You can upgrade individual notes by clicking the information bar at the top of the page:

Ifyoudon'tupgrade:
e Earlierversionnoteswill be read-only
¢ Some functionality (forexample, search) is not fully supported for such notes

. Don'tupgrade . Ifyou are sharing OneNote 2003 files with other people who do not have OneNote 2007, |
shared notes donotupgrade those files.
OneNote 2003 cannot read the new OneNote 2007 format.
Notebooksvs. Ifyoudidabulk upgrade, be aware that any top-level folders were turnedinto
folders notebooks. Notebooks are anew feature that allows you to keep sections separate. Read

more about them on the first page of this Guide.

Ifyou have additional folders (nowcalled "section groups"), we recommend thatyou
consider creating new notebooks and drag sections out of these foldersinto the
notebooks. This note structure makes navigation between notes more convenient.

Tip: Expand the notebook Navigation Bar while you are reorganizing your note structure.

New features in OneNote 2007

e Multiple notebooks ¢ Fileattachmentson pages
e Multiple computersupport ¢ Recognitionof textin pictures
e Shared notebooks e Tables
e Notebook synchronization and merging ¢ Drawingtools
e Outlookintegration e LassoSelect
o Outlook task synchronization e Calculator

o NoteslinkedtoOutlookitems

. Fastersearch
o SendOutlook e-mailsto OneNote

¢ Audiosearch

¢ Full page view

¢ OneNote Mobile for mobile devices
¢ Programmability import/export APIs

e SendWeb pagestoOneNote
e Hyperlinks between notes

e Insertfilesas printouts

e Notebooktemplates

Tofind out how to use these features, flip through the page tabsin thissection and the “More Cool Features”
sectionin this Guide notebook.
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12. More resources

Visit the OneNote Site on Microsoft Office Online

Oursite is continuously updated with new articles and Help topics based on feedback from customers like
you. Ifyoutell usa help topicneedsimprovement, we try to fix it so that everyone getsabetterexperience.
On Office Online, you can find avariety of OneNote resources to help you:

More in-depth Getting Started information

How-to articlesand videos, training courses, and quizzes

Downloadable notebook, section, and page templates forall your activities
Discussion groups where expertusers can answeryour OneNote questions

l'" \ Mirasaft* ;
1.Office Online

Click here tovisitthe OneNote site on Office Online

Also check out the section "More Cool Features” in this Guide notebook (just click the section tab to openit).
There youwill find more ways to get the most out of your note taking.

Microsoft® Office OneNote® 2007 Guide Notebook

Copyright© 2006 Microsoft Corporation. All rights reserved.

The example companies, organizations, products,domain names, e-mail addresses, logos, people, places, and events
depicted herein are fictitious. No association with any real company, organization, product, domain name, email address,
logo, person, places, or events is intended or should be inferred.
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What else can | do with OneNote?

Inaddition to features covered in the Getting started section, OneNote has additional tools that can helpyouin
several activities. Click these links to explore. Use the Back arrow button on the toolbarto return to this page:

@

Meetings

Live sharing session
Tables

Calculator
Drawingtools

Page templates
Recordingameeting

Audiosearch
Full page view

Staying organized
Dragand drop

Hyperlinks
Password protection

Onthe road
Multiple computer support

OneNote Mobile formobile devices

Live sharingsession

Researching atopic
Side Note Window

Send Web pages to OneNote

Textrecognitionin pictures

Full page view

More Cool Features Page 16

Office Integration
Insertfilesas printouts

Send to Word

Excel and PowerPointintegration
Attach filestoyour notes

Using Tablet PC - if you have one
OneNote basicson TabletPC

Drawingtools
Lasso Select
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Research on the Web

OneNote isauseful tool for gathering information from the Web and from other sourcesandkeepingitallin one
place. OneNote isgreat forthis because:

e Youcan be sure youwill notlose thisinformation even if the Web sites disappear or change

e Youcan organize the pages the way you want

e Youcan make your own noteson the pagesyoukeep, forexample, to remind why they are important.

You can send some or all of the information on aWeb page to OneNote, using the Send to OneNote buttonin
InternetExplorer. These noteswill appearin the Unfiled Notes section.

A Microsoft Office Online: Onelote 2003 Home Page

BES

Fle Edt View Favorkes Tools Help i
L . =N “. " 1 P ]
= 1 | o I - L -
Qe - ©  [x] [B] @ Pseach Ggravnes @) (I~ iz B : if-ﬂ'ﬁ b 3
Address -&] hitp:f foffice. micrasoft comen-us [F201 0855031033, aspx I_I.ISend to Onshiobe G0
] e
Home
Azsiztance
Office Update
Trairi ‘G0 house hunting with OneMote o Ly
Lol ri— : = . e athetk for Up.
Fyou've been house hunting before, wou knew Bow strezsiul ik can
Templates v, Leam hows OrmMote can belp you and vour mealtor keep track of
Clip Ar and Madia ! Download today's
Cronwnloads
Office Markeiplace '
£ 2
» || unfiled Notes Search This notebock £ v
§ Al Newpage v »
l_j Untitled page
Mednesday, M Directions
g 11:21 PM Go house hunting wi
&
&)
o WA ,
3 ~&  If youve been house hunting be®re, you
£ know how stressfu it can be. Learn how
§ OneNote can help you and your realtor keep
; track of everything from start to finish.
nser=d from <hitp //ofM ce mi crosoft com/en-us /F X0 10858031033 aspuc>
A |
=~ v|
& 2

Ifyouwantto keep just part of a Web page, such as a single paragraph or article, be sure to first select the part
youwant, since oftenyou may not wantan entire page.

Ifyou do alotof research ondifferenttopics, you can control where the notes you captured will appearin

OneNote by clicking Tools >Options > Send to OneNote.

Visit the Office Online Help topicor article most relevant to this OneNote feature . Oursite is frequently updated
based on userfeedback, so keep checking back!
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Text recognition in pictures

OneNote can recognize textin pictures that you have inserted in your notes. This lets you reuse or
searchfor any information inyour notebook, evenif the informationisin pictures,such as:

+ Screenclippings taken fromthe Web

+ Printouts of documents or slidesin OneNote (Insert>Files as Printouts)

¢ Picturestaken onyourmobile device with OneNote Mobile, such asanimage of a business card

Tryitnow
Right-click each picture and choose Copy Text from Picture. Then paste the text next to the picture.

If the Copy Text from Picture command is not available, right-click the image and click Make Textin
Image Searchable.

acrobat
outline

Booking ID: NA25Y 9
ltinerary number. 11406299595

Status Summary

» Is project on track for delivery as

Finance

o Rene Valdes Division
= What is final date for delivery? Manager rene@contoso.com
= What are final cost estimates? (425) 555-0100
1234 Maple St.
» Status against any other high-level Anytown, WA 12345

shipping goals

— Manufacturing rate
- Delivery

— Partners, etc.

Visit the Office Online Help topicorarticle most relevant to this OneNote feature. Ourssite is frequently
updated based on user feedback, so keep checking back!
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Live sharing session

Inalive sharing session, several people can simultaneously work on the same note pages, as if writingona
whiteboard inaconference room. After the session ends, every participantis left with acomplete copy of the
notes. Alive sharing session can be useful when youwant to:

¢ Editthe same notes duringa brainstorming meeting, so that everyone can contribute atonce

¢ Discussyournotes over the phone with people who cannotattend a group meetingin person

Allyouneedforalive sharingsessionisan Internetconnection.

Click Share > Live Sharing Session > Start Sharing Current Section.

I . tq_i Work _'ME!‘[MNB‘H.‘S e "IB\ P - TETT -.. ekl b, | [588rch Al Notebooks 2 Current Live Session * x
§ | Ltom Page bl g
Ul Project Brainstorming Meeting Cumtomer Feechack Me . ¢
£ Project Brainctonming M Go ol ch
E | | Irnite ParSopants. . _I ]
i Ideas for next update of our company website | B, Leave Live Sharing Session ]
5 »  Add discussion board
| *  Make case study pages mone prominant " —— » Properiies
g » 54 g e Shared Addvess Information |
i i Ij Lise the pén &5 & ponter
_J Participants
' i o s = Tom Perhaen
C SINE ON Product Specs page Anne Wislsce
Jdefirey Teng

| [#] asow particpants ta adt

Tip: You can use the Pentool as a pointer to aid your discussion during the shared session (Tools >Pen Mode >
Use Penas Pointer)

Tolearn more about working on notes with other people, orto troubleshootany connectionissues, read the
topic Taking Notes with Other People on Office Online.
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Side Note

You can use Side Note feature in OneNote when you are mainly working in adifferent program but want to
capture your thoughts or copy some information into OneNote. You can selectand drag text or imagesinto a
Side Note from other programs. Side Notes are great for:

¢ Collectinginformation while browsing the Web

¢ Making quick notes (like small sticky notes) whenyou are on the phone, or someone stops by to talk

aboutanissue.
¢ Writingdown your thoughts while reading a document, Web page, or an e-mail message
¢ Copyingreference datainto OneNote while looking through presentation slides

Tocreate a Side Note:

ey PressWindows logokey+ N orclick the OneNoteiconinthe
' while inany program Windows taskbar

ﬂumman Idea: - Micresoft Office OneNote

Rene (425) 555 0100

I should ask about next month's survey
when1cat|

&) P10 fobFce. marosolt comden-us I 005001000 s

e s

e T, 70 L)
. o Paragragh  Quuk Crange  Pno
‘ yter®  Sytet” ~

Status Report

For the week of 1/1/07 - 7/1/07

Project 1

) ters:ficthice meeosdlt comves & fredr 4
Project 2
Pagetafl  Wordedt (D Engheniul) E ) &9

CH e g scene o B it - Mcronlt 23 oo Pritoces docx 3 Marosit Otfkn O,

Side Notesare added as pages to the Unfiled Notes section at the bottom of the notebook Navigation Bar.

:ifl Unfiled Mokes

il

Visitthe Office Online Help topic or article most relevant to this OneNote feature. Our site is frequently updated
based on user feedback, so keep checking back!
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Multiple computer support

If you're frequently on the go, you can use your notebooks across several computers. Thisis useful whenyou
have:

e Adesktop computeranda laptop at work

e Several computers athome connected to the same home network

e Ahome laptop and a work computer (if you can connect your home laptop to your network at work)
OneNote willautomatically synchronize the changes from each computer.

Tobe able to opena notebook on multiple computers, all youneed todois putit in a location that each computer
can access. Whenyou create a new notebook (File >New> Notebook) pick the option "l will use itonmultiple
computers"inthe New Notebook Wizard and OneNote will guide you through the process:

MNew Motebook Wizard

Wheo will use this notebook?

() 1 will use it on this computer

(%) i1 will use it on multiple computers:

(T} Multiple people will share the notebook

Tosee whetheranotebook isup to date, check itsicon on the Navigation Bar. You can also view syncstatus by
clickingFile >Sync.

i\J - syncing changes ;‘J - upto date %j - working offline

Ifyouwantto:

e Share anexisting notebook between multiple computers...

e Learnaboutsuitable networklocations...

e Troubleshootsynchronizationissues...
..view these help topics on the OneNote site on Office Online: Use anotebook on multiple computers and View
the notebook synchronization status and resolve conflicts.
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OneNote Mobile

Ifyou have a Microsoft Windows Mobile smartphone orPocket PC, you can use the OneNote Mobile programto
take notes onyour mobile device and then synchronize these notes with asectionin the full version of OneNote
2007. Thisisuseful whenyouwantto:

¢ Capture business card pictureson your phone and bring theminto OneNote, where the textinthe

images can be searched

+ Take short textnotes and voice recording remindersonyour phone (forexample, ideas foraproject,
prices, reference numbers, names, recommendations, and so on) and they will be synchronized with
OneNote
Prepare travel informationin OneNote and then transfer it to your mobile device where it will be
available toyou onthe road

Toinstall OneNote Mobile onyourdevice,connectittoyourcomputer. Thenin OneNote click Tools > Options >
OneNote Mobile >Install OneNote Mobile.

Your notes onthe device will be synchronized with the "OneNote Mobile Notes" notebook in OneNote 2007
wheneveryou connect your mobile device to yourcomputer.

r—-—-’“ L hj OneNote ... MNotes from Phone SearchThissection °© v
.
e _INew Page - »

Contoso - Rene Valdes Contoso - Rene Valdes
Nednesday, March 01, 2006 Meetng notes
i Grocery list
OneNote Mobile - Contuab(z|| Sty
My contact at Contoso: My contact at Contoso:

| Make sure I call on Monday
to talk about:

¢ Budget J
o Schedule L
* Contracts =

| o
oy e @

Contoso - R
ene Valde...
Make sure | call on Monday to talk about:
v * Budget
 ® U B

. Contrads{

E OneNote Mobile Notes E_ Personal E: Work

Note:

OneNote 2007 no longersupports copying from the Notes program on the device.
(This functionality was available in OneNote 2003). You can use the new OneNote Mobile programinstead if you
have acompatible device.

Supported devicesfor OneNote Mobile:
¢ Windows Mobile 2003 or Windows Mobile 5powered smartphones
¢ Windows Mobile 5powered Pocket PCs

Visitthe Office Online Help topicor article most relevant to this OneNote feature . Oursite is frequently updated
based on userfeedback, so keep checking back!
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Dragand drop

You can drag and drop pages, sections, and notebooks to quickly reorganize notes.

¢ Reordersectiontabsto bringfrequently used sections close together.
Oryou can drag sections to a different notebook.

-
L) Persond [ Trips 1o
I L

Onine shopring | Books

< |
~

/
S

+ Reorderpage tabsor drag a page into anothersection

V

+ Reordernotebookson the Navigation Bar (on the left-hand side)

¢ Youcan expand the Navigation Barwhenyouwant to reorganize many items at once. You can then drag
the itemswithin the navigation pane.

u Customers | Woodgroy MNotehooks « | L_'ﬂ Customers Wot

Tk -~
..................................... L work & =

ExProject ideas
e e e L:-'-Meeﬁng i
2447 PM & Business Trips
B Brainstorming
Cawork log

¥

=

Friday, Hevember 04, 2
447 PR

%J Personal S x
I Trips

& Online shopping
.Books

= Home Decoration

@Customers @ies
\Woodgrove Bank

& Fabrikam, Inc.

& Contoso, Ltd,

=

‘E;‘ Custamers ‘é; Persanal ‘p;:; Wark,

Tips:
¢ Holdyourmouse fora momentoveranotebook ora section while dragging and OneNote will navigate
toit.
e PressESCifyouwant to cancel draggingan item.

Note: you cannot drag page contentto other pages, butyou can still cutand paste itemswhere youwant them.

Visitthe Office Online Help topic or article most relevant to this OneNote feature. Oursite is frequently updated
based on user feedback, so keep checking back!
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Hyperlinks

Inaddition to creating regular hyperlinks that point to the Web (Insert> Hyperlink), you can create hyperlinks to
any part of your notes (a notebook, asection, apage, or even a specific paragraph).
Use such OneNote hyperlinksto create:
+ Atable of contents on a page with links to the other pagesinthe section or with links to other parts of the
same page
Afavoriteslist — a listof links to pages and sections that you need to visitfrequently
¢ Adefinitionorreference linkfroma term, a name, or a topicon one page to more detailed informationin
anotherplace inyour notes

Tocreate a hyperlink, right-click the tab or note you want to link to and then do the following:

1. Click Copy Hyperlinkto this | 2. Click Paste to place the linkwhere -3. Result:

Page youwantitto appear
. I | What else can I do 0.0 —_BAR=XE X 2 _‘ 4 Persond li 'W" | Mmcellaneous el
| % cu Fronthe | » | {13 Personal (e Miscellare e QRO | | § -
B3 Copy m 3 = Favorite pages
[# Paste fring sessio | J Favorite pages 3 Loy
X Delete | & g s : ) ]
|l Copy Hyperink to this Page | Computer & L 4 i
| Blog This .e IMobile U E
] MewPage -i;% .g
_J| Mew Subpage —]
Page Zetup... % | Youcan even paste the link outside
OneNote. Forexample, you cansend
the link to othersinan e-mail. They
canclickit to jumpto yournotes (if
the notesare ina shared notebook).
Tryitnow

Create alink onthis page to the "Drawing Tools" page.
Note: Use the Back arrow on the toolbar to get back to this page afteryou copy the link.

@

Now try something else

Selectany word or phrase on this page, right-click it, and then click Create Linked Page. A page with thattitle will
be created at the end of the current section and the selected word or phrase will be linked to it.

Visitthe Office Online Help topicorarticle most relevant to this OneNote feature . Ourssite is frequently updated
based on user feedback, so keep checking back!
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Tables

Feature | Creatingtableswitha keyboard
Benefit | Youcan neatly and quickly capture tabularinformation
Situations | Meetings, presentations, personal brainstorming

Tryitnow

1. Putyourcursor at the end of the word "Product” below:

Product | Quantity | Price

Press TAB, and then type "Quantity”

Press TAB again, and then type "Price"

PressENTER

Press TAB to jump from cell to cell and type somethingin the cells.
PressENTER at the end of the row

Try pressing TAB below after "John" and after "Maria™:

Nog~wd

Person | Money |l owe them

John
Maria

Useful shortcuts:
e ALT+ENTER —insertanotherline inside acell (whenENTER doesn'tdoitin the lastcell of a table)
e CTRL+ ENTER — insertarow below
¢ CTRL+ALT +E, R — insertacolumnto the left, right

Also try experimenting with DEL, BACKSPACE, HOME, END, and ENTER at various pointsin the table. Check the
Keyboard Shortcuts on Office Online to find out additional table functions you can do with a keyboard.
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Drawing tools

You can use drawing tools to make simple diagrams, such as: 6 m

¢ Organization chartsand flowcharts | -

¢ Annotationsover pictures (arrows, circles, and boxes) \ 08

¢ Processdiagrams - ol

e Roomlayouts %

e Conceptsketches ‘.‘*\: '

| % & t .

Todisplay the drawing tools, click View >Drawing Toolbar. : w “ O

Note that drawn shapes are created as ink strokes, so you can easily
erase any part of them, select themwith the Lasso Select tool, change
theircolor, andso on.

Al s - x2|L£- N NNTT-O00OAO L - sz~aotate';

H /\

T Pen, lines, arrows, and shapes I

Eraser: Duplicate Shapes mode:

Erase parts of shapes. For Youcan draw the same shape overand

example, make anarcfroma _ overwithoutswitching to

circle drawing. Linecolor  Type/Selectionmode. Youcaneven
create a shape with one click inthis

Lasso Select mode.

Type/Selection mode

Tip: Hold ALT when you move or manipulate shapesif you don‘twant them to snap to the invisible page grid
orto each other.

Visitthe Office Online Help topic orarticle most relevant to this OneNote feature. Our site is frequently
updated based on userfeedback, so keep checking back!
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Lasso Select

Whenyou are manipulating drawn shapes or handwriting, use the Lasso Select tool to select just the part of the
ink strokes that you care about.

Click the Lasso Select button on the Drawing Toolbar N
(from View >Drawing Toolbar) <

—

Try it now
Circle the pink oval orthe green arrow and move it. You must select the whole ink shape.

/

S

The Lasso selection tool can also be used to select textand pictures.

Visit the Office Online Help topicorarticle most relevant to this OneNote feature . Oursite is frequently updated
based on user feedback, so keep checking back!
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Calculator

You can quickly calculate numbers and basic mathematical functions during a meeting or while taking notes for
yourself.

Try it now
Place the cursor after the = (equal) signin each example below and press SPACEBAR:

¢ Let'ssayyou wantto calculate the average monthly sales of aproduct that sells 670K per year:
670/12=55.8333

+ Ormaybe you need to purchase 14 loads of material at $39.99 a load:
14*$39.99=

Here are some more examples of expressions that you can calculate:
e sin(30)=0.5
e (6+7)/ (4*sqrt(3))=
e 5M=

Visit the Office Online Help topicor article most relevant to this OneNote feature . Oursite is frequently updated
based on user feedback, so keep checking back!
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Insert files as printouts

You can insert full-color, searchable printouts of any file type that your computer can print. You can
thentype, draw, or handwrite on top of the printout picture in OneNote. Forexample:
¢ Insertaprintout of areport and type your thoughts on top of it. Circle interesting areas using
Drawingtools.

¢ Insertaprintout of lecture slides and add more notes on the course while you are reading the
textbook.

Twoways to inserta printout:
¢ ClickInsert> Filesas Printoutsin OneNote.

¢ Oruse the File > Printcommand inanother program and select *Send to OneNote 2007" as your
virtual "printer.”

Printer

Tame: [ _:;_g Viprinkertprn [\7 [ Properties ]

Skatus: 7 ;
Toe: \\printeriprn Find Printer...
Where: [ Prink ko File

jo |
Comment: | £ g Microsaft Office Document Image YWriker

Page range B
® al é

t::l Currert FoF exa .. B

P I P R )

Don'tforget thatyou can search for text inside the file printout picture justlike you can search regular
notes.

Try it now
Try searching for the word "Monday" in the file printoutbelow. Press CTRL + F to jump to the Search box
inthe top-right corner of the OneNote programwindow.

Inserted from: <file://C:\Status Report.doc>
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Status Report

For the week of 1/1/07 - 7/1/07

Project 1

< First task or achievement

X Second task or achievement

<& Third task or achievement
Project 2

< First task or achievement

X Second task or achievement

<& Third task or achievement
Project 3

7
0‘0

First task or achievement
Second task or achievement
Third task or achievement

e

S

o,
0‘0

Miscellaneous

<> Half day medical leave on Monday
Next Week
Project 1

<& First task or achievement

<& Second task or achievement

<> Third task or achievement
Project 2

<> First task or achievement

<& Second task or achievement

<> Third task or achievement

Note: Visit the Office Online Help topicor article mostrelevant to this OneNote feature. Oursite is
frequentlyupdated based on user feedback, so keep checking back!
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Attach files to your notes

You can store documents and other files directly on a OneNote page, which comesinvery handy if you
are trying to keep projectfilesand project notesall in one place.

Simply drag and drop any file from Windows Explorer onto apage in OneNote, orinsertthem by using
Insert> Fileson the OneNote menu.

gj Work Project... . Meetin... < Busine.. >.Brainsk.. ol

Duration: 3 weeks
Jue: Nove
Team members: Due: November 30

*  Tom

* Dan

* Anne

*  Nichael

]

Report
Termplate

You can openand editan attached file by double-clickingits file icon.

Visitthe Office Online Help topicorarticle most relevant to this OneNote feature . Oursite is frequently
updated based on user feedback, so keep checking back!
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Send to Word

OneNote isgreat forgathering your thoughts before you are ready to create a final or formal document.
Collectyourideas and flesh out your thoughts by using the flexible and unrestricted page layoutin
OneNote.

Whenyou are ready to put the finishing touches on the final document, click:
File >Send To > Microsoft Office Word (Office Word 2003 or 2007 required).

) Owdiote S — P T — soch s redetnh 2 =
Tables

Tables

Foitum | Creating tabbes with 2 keyboard
Derefit  You can nestly an quickly capture tsdular mformaten

J
:
3
.
N e
U

Fastwre | Crmatingtabis withs leyboand
% | MEOLINGS promrtatinns, porDrd Drundorming
Bana®t | Tou camneath and quickly capturs tabular informatian

Situstiom Mesting, £relenation, per ansl braimterming

| 1 1 et
Try it now
1. Petysur curses st the and oF the merd Fraducs” balew
3 Fradua
a
5 BNTER 4 2. Hawpress TAB, and type “Quantity®
. ‘Maria® below Frov TABagain, and bype Price”
t. Press ENTER
£ Nawpress TABUS g0 o m callta all Bnd than press ENTER at the snd Tths row
5. Mawiry pressing TAD after “Jahn” and sfter “Masis® balow
Farsan | Masey | ows them
et
. anciher bre inade 3 ced fwhen Enter doer't do ¢ in the last ol of o toble: Inan
. Marin
Un ahat shormcues
ot 0128 POWASIN e Tathe Chedk the ® AN+ Eniar- ment anather ine imide & col fwhan Enter doeas' do it in the lmt cell ofa
€xey 2 ¥0u tan o with 3 beyboard, rabie)

o Earie fnte
o Criesns

Al try experimantisg with DEL, BACKSPACE, HOME, END, ENTEN 21 varises pointy in the 1able
Cnackthe <Neyboard Shortaum “tapschinks on (4ficy Onling to find out table operatiom you
can dawah g bayboard

Visit the Office Online Help topicorarticle most relevant to this OneNote feature . Our site is frequently
updated based on user feedback, so keep checking back!

More Cool Features Page 34


http://r.office.microsoft.com/r/rlidSCGuideSendToWord?clid=1033&ver=12&app=onenote.exe

Excel and PowerPoint integration

All currentversions of Microsoft® Office Excel® and Microsoft® Office PowerPoint® are supported.

Annotate PowerPoint slides
Whenyou receive aPowerPoint presentation (forexample, apresentation given by the professorina
lecture), you caninsertitinto OneNote as a file printout (Insert>Files as Printouts). You can then:

e Addyourown notesand circle interesting points using drawing tools or apen

¢ Annotate the printout with comments and then e-mail the OneNote page back to the presenter

Forexample:

<7 Needtodiscuss
these atnext
team meeting

Which segmentare
our customersin?

i

Note: Yourannotations are notstoredin (or synchronized with) the original PowerPointfile.

Copy tables from Excel

Copy selections from Excel when you need to include datafrom product reports, sales projections,
schedules, and othertabular information with your notes for a project or a customer. OneNote table
formattingis notasrich as that of an Excel spreadsheetlayout, but the basicgrid structure will be
preserved.

Part sales Q1 Q2 Q3 Q4 Year total

Part X545 16350, 17940 18450 15030 67770

PartX300 | 15045 15855 15525 14955 61380
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Note: Contentprinted orimported from Excel is not synchronized with the originalfile.

Visitthe Office Online Help topicor article most relevant to this OneNote feature. Oursite is frequently
updated based on user feedback, so keep checking back!
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OneNotebasics on Tablet PC

Ifyou are usingOneNote onaTabletPC, youcan handwrite your notes instead of typingthemwitha
keyboard. Thisis useful when you’re inameetingorlecture and the sound of typingisinconsiderate, or
if you can write faster thanyou can type.

Handwriting Tips

Write numbersand bullets before your paragraphs to get better paragraph break detection.
Write straight lines for better text recognition.

Scratch-out to quickly erase ink while you are writing (ink back -and-forth 3times overthe ink
youwantto delete)

The Lasso Selecttool is the easiest way to selectand move ink.

Writing Tools
You can turn this toolbar on and offin View > Toolbars

Convert handwriting to text

£-8-=-90-8X+H S8
/I\ /\\ \ Rule lines
Turnthem on and off.
Ink color Eraser
Insertmore space
Shifteverything below the cursorup or
Penmode down, orsideways if you are onthe
Click the drop-down arrow rightorleftedges of the page.
toselectone of pens. Also
check out the available Typing/selection mode
highlighter pens. Click this button to type text, orto use your TabletPC

penasa regularmouse (forexample, to move note
containers orclick hyperlinks).

Lasso Select
Selectink strokes and handwriting or
otherobjects by circling them.

More space at the bottom of a page
Use the vertical scrollbar or the buttonright below it.

Toselectthe style of rule lines, click Format > Rule Lines.

Ifyou have notfinished reading the Getting Started section of this Guide, click here to get back to

it.

Visitthe Office Online Help topicorarticle most relevant to this OneNote feature . Oursite is frequently
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updated based on user feedback, so keep checking back!
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1

Page templates

OneNote page templates can enhance the look of your pages and can help you avoid retyping common
information across pages. You can use any of the designsincluded with OneNote oryou can create your
own.

Try using templates when the notes repeatedly have the same structure and header, such asin meeting
notes, lecture notes, work logs or journals, phone call notes, frequenttrip plans, recipes, and so on.

Fry it now
Try using some templates included with OneNote.
Click Format > Templates, expand one of the template groups, and then pick atemplate.

- Templates i 4

Add a page

Create a new page at the end of
the current section, based on the
template you choose,

|2 Decorative |

Bamboo
Blue Clouds
Blue Dots
Blue Flow
I Blue Stripes I
Blue Swirls

+ Tocreate your own template: make a new page, add graphics, pictures, formatted text, and
anything else you want, and then click Save current page as template in the Templates task pane.
Yourtemplates will appearin the My Templates category in the task pane.

¢ Youcan also specify any template to be used as the default style for new pagesyoucreate ina
section.

Formore information and tips for creating and sharing your templates, check the Templates topicon
Office Online. You can also download many free OneNote templates from Office Online.
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Password protection

OneNote allows you to password protect any section of your notes. When you assign a password to a particular
notebook section, the information in that sectionis strongly encrypted (using the 3DES encryption standard).
Setting passwordsis usefulin several situations:
¢ Youcan keepa OneNote sectionwith personalaccount numbers, login names, other passwords, and so
on. Use a password so nobody can view thisinformation when you leave your computer unattended.
s Putapasswordon sectionswith sensitiveinformation thatyou don'twant othersto accidentally see on
your screen whenyou are navigating around your notes.

Toseta password forasection, click File > Password Protect this Section.
Your sectionwill be locked as shown below, untilyou click and enter apassword to unlockit. It will also be locked
automatically aftera period of time if you leave the section orleave your computer unattended.

2 U Work [Maetlnq e NBUSINES (e N PrOJeCt s hainst...1 Work log Search All Notebooks 2 ¥
§ NewPage ~ »
:
&
iJ This section is password protected.
3 Click here or press ENTER to unlock this
3 section.
o
k- v
g Protected Section E]
__j Section "Work log’ is password protected,
Enter Password:
0 Tip
You can set tmeouts for rememberng
passwords in the application options.
Cance
!J)

Note: Use strong passwords — longstrings or phrases with a combination of numbers, letters, and symbols. If
someone wants to guess your password, the most typical attack is to try words from a dictionary or information
commonly known aboutyou, such as your birthday or your nickname.

Visit the Office Online Help topic or article most relevant to this OneNote feature . Our site is frequently updated
based on userfeedback, so keep checking back!
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Audioand video recording

To capture the details of animportant meeting, lecture, interview, or even a phone conversation, you can
create audio and video clips and store them as part of your notes.

e Audionotesletyou focus more on a conversation and less on the task of note-taking.

e Videonotesare greatforcapturing presentations during business meetings and class lectures.

Torecord audio clips, you need amicrophone. Most laptops and Tablet PCs already have one built-in. Torecord
videoclips, youneedavideo capture device, such asawebcam.

e Tostart recording, click the microphone button onthe toolbar or click Insert> Audio Recording. The
Audio and Video Recording toolbar will appearwhile you are recording.

3

| d: 'i’: @ 100% g x Audio and ¥ideo Recording
| %  Record fudio Crily @ [_@:_!v [ g”i omogomos (b el| e ;-.|.5-.,-_r_1;-u::.] B
4! ‘2 Record Yideo i

e Recordingislinkedto the notes that you take. A small audio/video icon will appear next to notes
associated with arecording. You canclick it to jump to the corresponding time in the recording.

—0

Note: Aswith any type of recording, you should always ask others for permission before you record your
conversationswith them.

Tolearn more about recordingaudio and video notes or troubleshoot recordingissues, visit this topic on Office
Online.

More Cool Features Page 41


http://r.office.microsoft.com/r/rlidSCGuideAudioRecording?clid=1033&ver=12&app=onenote.exe
http://r.office.microsoft.com/r/rlidSCOneNoteSiteFromClient?clid=1033&ver=12&app=onenote.exe
http://r.office.microsoft.com/r/rlidSCOneNoteSiteFromClient?clid=1033&ver=12&app=onenote.exe

Audiosearch

With the Audio Search feature enabled, you can search your audio and video recordings for words, just
like youwould search for typed textinyour notes. Forexample:
¢ Record phone conversations with customers, and later search for keyword of topics that you
discussed
¢ Recordaninterviewand then search for specific quotes
¢ Recordvoice remindersona Windows Mobile Smartphone or Pocket PC. Afteryou synchronize
themwith OneNote, you can search through your reminders.

Important! Recordings must be made with a good quality microphone or phone that is close to the
speaker’s mouth. Audio recognition technology does not have perfectaccuracy and is very sensitive to
recording quality, ambient noise, and distance.

A

You can enable the Audio Search feature in Tools > Options > Audio and Video.

The audio recognition process and indexing happens only when the computeris leftidle and OneNote
isrunning. It will take atleast twice the length of arecording, soyou’ll have to let OneNote index for
some time before you can begin searching.

When Audio Searchis enabled, use the regular search box (above the page tabs) to type yoursearch
termand thenclick ViewList to see the audio results at the bottom of the results pane.

Search Al Motebooks 2 % U3 Microsoft 4 Lof1 b View List| &)

Whydo| keep getting poor results (or no results at all)?
You may be searching fora sound that occurs intoo many words. Forexample, if you search for "Asia,"

youmay get"information”, "conversation”, "ratio", "hey Sean", and so on.

Here are some workarounds that mighthelp you:
¢ Longerwords
Try to recall one of the longerwords mentioned in the recording. You will getbest results with
words of three ormore syllables.
Example: imagination; Microsoft
¢ Morewords
If you can only think of short words, try to recall an exact phrase that may have been
mentioned.
Example: Frank wrote;
¢ Spell outthe sound of unusual words
If you are looking foranacronym or an unusually spelled word, spell out how itis pronounced
Examples: em esen (for MSN); ex box (for XBox); area code four two five (for code 425)

Visitthe Office Online Help topic or article most relevant to this OneNote feature. Our site is frequently
updated based on user feedback, so keep checking back!
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Full page view

Expand aOneNote page to full screenif you need more space for taking your notes.
Thismode is particularly useful if you are:
¢ Brainstormingand need more space to lay out your thoughts
¢ Takingnotesinalive sharingsessionwith several people asonawhiteboard
e UsingOneNote as aside window with achecklistwhile working on another task or document
e UsingOneNote onaTabletPCin Portraitmode

The menu bar, navigation bar, section tabs, and page tabs disappear:

B Full page view - Microsoft Office OneNote |
fl > o X a8 Wrek - Jtag vadCo 40 2~ @ 100% - Colbri w17 » B Z U

Full page view
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Recording Test

Wednesday, September 19, 2007
9:27 AM

Recording
Test

Audio recording started: 10:23 AM Wednesday, September 19, 2007
Bison fans aid Northwood reliefeffort
Donate
Volunteers collected donations
Depositted
Northwood Relief Fund

More Cool Features Page 45





