
OneNote Introduction 
What does the product do? 



Agenda / Goals 
! Give an overview of OneNote 
! Preview the things it can do  
! Show examples of how it can be used 
! Q & A 



Customer Pain: Information Overload 

! Ever growing volumes  
of information 

! No single place to 
capture many types  
of information 

! Searching is difficult, 
time-consuming 

! Hard keeping teams  
on same page 

! Reduces organizational 
effectiveness 

! Valuable information is 
lost or forgotten 

! Time wasted searching 
for information 

! Excessive meetings 
and e-mails to stay 
synched 



The Solution: Office OneNote 
Gather Everything in One Place 

! Be better prepared, make more informed decisions, and save 
time by having all note and information at your fingertips  

Find Information Quickly 
! Increase productivity, get better results faster by organizing info 

as you see fit and quickly finding  
what you need 

Work Together More Effectively 
! Efficiently work together in teams, online or offline, and share 

information with others 



Advantages of OneNote 
! Collects notes and research all in one place. 
! Allows for organization of research/notes 
! Search across all notes at once 
! Easy to move notes around from one place to 

another 
! Good integration with other Microsoft Products. 
! Gives the Tablet PC more purpose. 
 



How Does OneNote Differ From 
Other Office Products? 

! There is no Save ( only Save As ) 
! It automatically saves your work every 3 

seconds and you never loose work. 
! Open and close is also very different.  All of the 

available pages are always open. 
 



Basic Organization 



Ways Of Entering Data 



Examples 



Special Features 
! Global search  
! Note flags for follow up 
! Audio (and video) recording along with notes 
! Side notes 
! Send notes as email messages 
! Outlining feature for starting notes 
! Create screen clippings 
! Import documents as image 
! Synchronously share notes with others 
! Password protection of notes 



Searching 



OneNote & Outlook 
! Send Notes as Email 
 
Microsoft Outlook 2007  
or later must be installed  
and configured  
as the default  
mail application. 



Note Flags 

! Easy way to track 
items and mark them 
for follow-up. 

! Create a Note Flags 
Summary page. 

! Create custom Note 
Flags for specific 
information. 



Importing Documents 
! Insert Word and Power 

Point, JPEG doc scans, 
etc. 

! Inserted files appear in 
monochrome images, 
retaining original 
formatting and keeping file 
size to a minimum. 

! If you are using OneNote 
on a Tablet PC, you can 
make annotations in your 
own handwriting.  



Sharing Notes 

! “Chat” feature in 
OneNote 

! Shared whiteboard or 
notespace. 



Tablet PC 
! 8 Felt Tip Pens & 

Highlighters 
! Rule lines helps 

OneNote recognize 
your handwriting 
more easily.  

! You don't have to 
convert your 
handwritten notes to 
typed text in order to 
search them.  


