April Spotlight Session
Microsoft OneNote

Digital Notebook for
Organised Thinking




This session
is being recorded

Everyone is muted

For Microsoft 365 Business Standard to
Premium licenses

Post questions in the chat box

A post-session email will be sent out




HE Microsoft

Solutions Partner

Modern Work

Agenda

e Structuring notebooks for work, projects, and meetings.
e Syncing notes across devices.

e Time-saving tips for productivity and collaboration.
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Notes

Syncing
Across Devices
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OneNote on a mobile

For Android

Create notebooks, sections and pages

Share web content, articles, images, videos, and files
with OneNote.

Quickly capture your thoughts with Sticky Notes.

Add your favourite page, section, or notebook to the
Home screen for quick access.

Search your notes

Create notes, audio notes, and picture notes right from
your phone's home screen with OneNote Widget.

For iPhone

Create notebooks, sections and pages

Take handwritten notes

Insert files from cloud storage

Share content from other apps

Create quick notes and sticky notes

Search notes

Sync across devices

Protect notes with a password

Use touch ID/Face If to access notes securely
Record Audio or Video notes

Choose between grid view or list view

Requires Android OS 9.0 or later. OneNote opens existing notebooks created in Microsoft OneNote 2010 format or later.



Troubleshooting

Check your internet connection

Right-click on the notebook and
select 'Sync This Notebook Now'

Ensure you're signed in with the same
account across devices







Meeting notes

Available in the Desktop application
Easily take notes for a meeting in OneNote

OneNote will create a new page with the
meeting details

These notes are linked to the calendar
event for easy reference
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Lt Work Notes 2020 v | Meetings |

Project Review Meeting

Project Review Meeting ‘
Friday, 11 June 2021 10:48 AM

Page title set to meeting subject

Meeting Date: 11/06/2021 11:30 AM
Location: Microsoft Teams Meeting
Link to Outlook Item: click here Li n k to open th e meeetl n g
Invitation Message (Expand)
Participants (Collapse)
f:' Cameron Dwyer (Meeting Organizer)
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Version history
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This feature is only available to
OneNote on Windows, OneNote for
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Remove Tag

To Do

Important

Question

Remember For Later
Definition

Highlight

Contact

Address

Phone Number
Website To Visit

Idea

Password

Critical

Project A

Project B

Movie To See

Book To Read

Music To Listen To
Source For Article
Remember For Blog
Discuss With <Person A>
Discuss With <Person B>
Discuss With Manager
Send In Email
Schedule Meeting
Call Back

To Do Priority 1

To Do Priority 2

Client Request

Tags and To-do list

1. Tags help you categorise and find information quickly.
Click on '"Home' and then 'Tags' to see the options.

2. Create interactive to-do lists by adding checkboxes.

Simply click on 'Home' and then 'To Do Tag' or press
Ctrl+1.

3. You can search for specific tags later, such as finding all
incomplete to-do items across notebooks.



Search

You can search for text in typed notes,
handwritten notes, and even words
shown in images.

Within the App

Pages Tags Y

v All Notebooks

Online Homepage

Search my files = Filter v
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Time e

Activity N e

[ & Created by me
[] @ Mentions me | v Any time

(] /2 Edited by me |

Yesterday
[ ] C3 Comments by me

[] = Tasks assigned to me Previous week

(] Hidden by me
Previous month

Time v

Online within a OneNote
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Current Notebook: April Spotlight Session

Current Section: Time Saving Tips

Current Page: Audio
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Screen Clipping

Capture anything on your screen with OneNote's
Screen Clipping tool. Press Windows +Shift+S or
use the 'Insert' tab and select 'Screen Clipping’

New quick note Windows+N
Open OneNote Windows +Shift+N



Audio

1. Record meetings or lectures directly
in OneNote via the 'Insert' tab, then
'Recording’.

2. Notes taken during the recording
are time-stamped, allowing you to
click on a note later and jump to
that pointin the recording.
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Thank you

Spotlight sessions are an easy way to discover M365
applications that you might not be familiar with.
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