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Introduction








Scroll around for information on Microsoft OneNote on the internet for a little bit and you are sure to find a bunch of information about how it’s really neat that you can now draw right on top of photos using OneNote.



Yep that sure is a great feature. And some even point out that you can easily add a tab to take even more notes. This better be available on a product that offers a wealth of productivity options.



This great thing about OneNote is that students in elementary schools can use it for note taking and math, and executive leaders can organize business plans all the same.



The flexibility on what this application is capable of generating is pretty much all in the hands of you. What you put into it is what you are going to get out of it. You know this of course.



So hopefully you come out of this learning some things that will get you off to the races of being more focused on your actual work and less focused on OneNote. The application wil
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 just feel natural. It was cleverly designed to be.



The diverse capacity that OneNote has for being customizable allows you the ability to go ahead and make each project you are working on to look exactly the way you want it.



It’s not just about looking the way you want it to either, it’s about working the way you need it to. Easily customize pages if you are left handed, make different sized tables for breaking down details of meetings and important lectures. Use tables with grids. Use lines. Use circles.



Really the choice is all up to you on how you decide to set up your own page. A suggestion is to opt for a balance that is roughly one-half of the screen data that you are reading from (your source), and then split the other half up with parts for notes and other information.



OneNote lets you append all sorts of written text, it even learns your hand writing and will translate it over to text just by clicking on an Ink to Text button.



To keep things organized after you are done with a meeting or class be sure to add any voice recordings to the document simply by inserting them from the file tab at the top of the screen.



When all is done just about everything you do can be tagged, edited, and fine-tuned to give you an accountable digital archive. To top it all off, this can of course, all be shared over the cloud.



Which means all sorts of different information from the Microsoft 365 family can now be easily shared across platforms for business, educational, and personal use.



OneNote has plenty of exciting new features too. All of which make this the application that is going to have people collaborating together with for decades to come.



There is something big brewing here with the latest release of OneNote 2016 and it all has to do with unlimited sharing and real-time collaboration of Notebooks.



It’s a perfect application to bridge the gap across all areas of study for all different purposes. You can use it whether you are doing an elementary school project, or if you getting ready to head a huge marketing project.



The power of OneNote is the flexibility and complete multi-platform capability it has to bring in information from just about any file type and format. Gone are the days of having to really think about such things.



Now you just simply can click on something to add it to your OneNote and you have it stored for later.



Even better if you want to go ahead and write it on first, go ahead and do that. The writing will be saved to, and then the whole thing will be sent to your OneNote just like that.



With OneNote there is no worry searching through for a specific posting or web link that you copied. Everything is easily searchable through OneNote.














Chapter 1 – Getting Your Daily’s








To begin here is an invaluable shortcut that you are going to learn to use regularly in OneNote: CTRL +1 anytime you want to begin making a list. The list is created.



You can press the same shortcut again if you want to remove the item or cross out the word by unchecking the box. But you know lists are going to prove invaluable as you begin to break down your work flow and use OneNote to become more productive.



Make a notebook that you label Daily Progress, or Must-Do-Daily, or however you choose.



Some people like positive affirmations to keep themselves moving others need their ego smacked around a little bit more. You know what type you are. Apply it to your labels for your personal OneNote productivity notebook.



Next, you want to split the book up into sections. These sections are where you going to form the different pages that you can build your plans around.



Let’s start with a scenario about a Veterinarian in his mid-50’s that is trying to get back into shape and also wants to begin writing a memoir for his new grandchild.



In this case a sample breakdown of things that need to get done would include sections that include: Preparing to Retire, building a Home Gym, and Writing that Memoir.



Next to further separate each section, it’s important to break it down into separate pages with lists inside those pages. For instance, building a Home Gym: clearing out the space in the basement, researching equipment, scheduling doctor appointment.



Each of these items could then further have a list of what can be done daily. On the page for “Clearing out the Space” he would press CTRL +1 and start a list where he would add things like: move the couch out, get the Christmas tree up to the attic, clean old boxes/storage, donate what can be, clean, etc.



Of these items there may be some that he can start on right away. Also he probably can’t move the couch alone, so a sub note would be needed, which is easy to write directly on OneNote so that he reminds himself to call someone or ask someone for help.



If he has set up his tags correctly, he can have a tag for a list of people that may be able to when the time comes to make phone calls.



The point is, with OneNote you can go from doing all this brainstorming and random thinking, to actually having a place where it can be concise and organized, but isn’t limited by the constraints of a restricting program.



Sure there are some great templates that you can utilize, but there is so much free flow capability you truly feel the amount of control. Don’t be dismissed by the beginning appearance of simplicity of the application. A lot is hiding right under the surface.










Chapter 2 – Combining Multiple Elements in One Location








To help boost your productivity you can look at OneNote as your giant organizer for just about everything you could need digitally for a project. Let’s say you are a law student and are in the process of all the different ins and outs of case arrangements.



Typically, you would need to file audio recordings, you would need a folder for photos submitted into the case, you would also need space for any extra copies of paperwork, and of course all the notes that you take during the trial and meetings.



The end result is a lot of paperwork that takes up a tremendous amount of filing space. OneNote makes it possible to have all of this in one location, that can also be easily saved with fellow students.



That makes it perfect for working together on classwork and broadening the learning experience.



This sort of learning experience is occurring across disciplines as more educational systems are shifting toward a more collaborative environment.



The technology of today, as well as the trends of tomorrow are all leaning toward group environments that thrive on the communication of many and not just a singular voice.



OneNote has really stepped up to the front with their latest update as the major name in multi-platform note-taking and file-sharing applications.



All of the information that is handwritten in the app is recognizable and completely able to be searched.



This same search quality is going to function whether you are working on your iPad or on your Surface Pro.



It goes beyond just being simply multi-platform though, OneNote breaks the note taking mold by making things exceptionally simple to move and navigate.



OneNote has quite the reputation for being able to recognize even the worse of handwriting. So if you feel that you just can’t write the best in general, or on a tablet, give this app a try.



New software makes a big difference. You don’t even have to have a stylus for the software to recognize your handwriting. You can use your finger if you want. Though a stylus does make it easier to write as a general rule of thumb.



You really can place things pretty much wherever you want them. No questions asked.



Long gone are the days of having to wage out wars with auto-snapping features that always seemed to have their own narrow views of where text belonged. The same applies to any photos, videos, writing, links, and references.



Speaking of references, when you pull off a reference from the web, OneNote is generous enough to go ahead and take care of the reference for you.



It pulls in the website, sets it at a different color. Now you are prepared should you ever have to use it in a document or research paper.










Chapter 3 – Delegating Roles Just Got Easier








If are working on a group project no matter what the size or purpose OneNote has a lot of tools that make tracking progress and maintaining individual accountability effortless.



Because it is available across platforms, there really is little excuse in term of hardware as to why a team member could not efficiently contribute to a group project.



You can assign who has access to shared files and even allow people to make changes to the documents.



This can allow for true group interaction. When working on team work through OneNote you never have to worry about how much time individuals are logging, OneNote tracks all of that. This is perfect for determining who really contributed.



Using OneNote as a means to share files and documents is a much more streamlined than having long email threads.



To handle comments on a given topic, simply create a page with a listing for Comments, and allow members to post topics and create threads.



Designating a couple key mediators for the role could really help keep the wheels greased as well as keep everyone on task throughout the project.



Because of the nature of being able to write on things, it is natural for everyone to instantly want to write all over the document.



Feel free to address in the beginning of the project by simply announcing through a disclaimer of some sort that “bigger handwriting does not equal more attention” even though we all know it sort of does.



Everyone should have their fair chance. Also, if notes begin to get too full, simply convert them to text and store them.



As projects develop it is common to have to delegate out new tasks to team members who may be finishing up some of their initial roles.



With OneNote you can easily reassign tabs and tasks just by changing some of the tags that are associated with each of the subchapters or pages. Within just a few simple clicks the projects all under the pages are now linked to the team member.



The ribbon-style feel of the toolbar is similar to the taskbar that has been with Office products for a while.



If you are familiar with them, then you are going to be right at home with knowing how to navigate right around inside of OneNote, and more importantly so are the people you chose to delegate roles out to.



Even if they have never picked up OneNote ever before, the simplicity and flexibility of the program make it a very open application, coupled with familiar toolbars, it’s a smart choice when looking to use technology to get everyone on the same page of a project.



As you’re passing around information among different team members you find that some of the information just isn’t quite suitable for everybody’s eyes, but still needs to be included in the main document.



You can hand pick which sections of notebooks you want to keep password protected. This is quick convenient way to keep prying eyes off of sensitive financial data or other material which is on a need to know basis.



If you are currently working on a page and you decide that you need to turn it into a subpage, move it, or even just add a page, regular or subpage around it you can.



For instance, if you want to make the page that you have open right now on OneNote a subpage or make it into a higher level all you need is the following shortcut: CTRL + ALT +] or you can use the left bracket (CTRL + Alt + [.



This process is important as you filter through what you need to accomplish and what you don’t as new projects come into the line you need to decide if it is a project that you can take action or if it is not.



If it is something that you are capable of doing is it something that actually requires you to do it or is something that somebody else on the team can get done? If so who?



Also, if it is easy to get done, then you might as well just go ahead and get it out of the way so that you can move on to other more important tasks.



This is the standard flow of figuring out how to prioritize what needs done and what the next step to take is. With OneNote you can easily arrange folders to fit for “Things to Take Care of Now,” “Things to Wait Around On,” “Possibilities”, and so on and so forth.



As you continue to build quickly add lists as your brainstorm so that you don’t miss a single thought as some of those first few sparks of brilliance can shed some light on the most complicated projects.



A critical step of this processing stage is just to keep moving so that no matter what comes your way you are in the process of figuring out where it is going to be heading next.



At the end of the day you want to be moving forward with confidence into what the next day is going to bring, not trying to tidy up yesterday’s emails and long to-do lists.



Because of the way it works well with other applications, you can easily import things like emails, when you get them regarding specific projects, which means you can bring them to team awareness a lot quicker and with the comfort of security that the other members on your team will actually receive them. In fact, you could even set the page up so that you are aware when they do.


























Chapter 4 – Using New Features








The 2016 release brought about some really clever awesome developments that seemed like quite natural progressions for an app like OneNote. To begin with OneNote is can now be used for actual real-time co-authoring of documents.



Which is pretty and has potential for several rather refined uses. Authors and artists could clearly benefit from such avenues, but so could many other experts in their fields, utilizing PowerPoint, both sides will be able to edit and effect what the other side is doing. All live.



Microsoft gets a little nicer to its users with a friendlier attachment option. In the past you always had to click on the little paperclip and then go to the exact location of where the file was and do all this double clicking and jumping through of the hoops before you were able to send the email.



Now, in OneNote you have a nice little option where the program shows you some of the files that you have worked on recently so that you can pick from them.



Odds are the file that you are looking to send is one of the ones that you just finished up with. No more having to dig. Thanks Office team!



You can also use new styluses to pair with the device and then send to OneNote, look forward to continue improvements to occur in this field.



A fairly genius idea to be able to remotely send notes to your own OneNote account enables you to send whatever you want, whether it be a link or picture right to your page by forwarding to
 
me@onenote.com

 from whatever computer you are at.



One of the biggest new exciting news is that you can now have an IFTTT (If This Then That) channel dedicated just for your own OneNote. The IFTTT trend first started with Instagram.



It gives all users the ability to add plenty of your favorite links, news articles, all sorts of texts and tweets, and basically things you wouldn’t think capable of adding to OneNote it makes possible.



The other thing that makes OneNote even more capable of handling more feature information is that it can now take on RSS and blog aggregators. Things like Feedly and News360 just to name a few.



So now when you are using them you can send these articles right to your OneNote. The goal is to have OneNote your place to store everything, and these sort of industry collaborations are putting OneNote right in the position to make it a complete possibility.



So how is this going to make you more productive? Well depending on the project that you are making this can help you stay on top of trend boards, as well as different news events, so that you can customize your project to on top of the wave.



For most projects in today’s business climate there is a definitive degree of needing to be tuned into what the pulse is. There is no other way to that to get out there in the social media world and see what people are really talking about.



See what is viral. Look at what is trending, and then try to address it and bring it to some form of awareness within the parameters of your business measurement.



OneNote helps you organize this data as you go on your journey collecting it. Gone are the days of having folders and files all over the place.



It really is one of the simplest yet most powerhouse apps that is probably not being used enough on many people’s computers or devices.



You can start changing that though by starting some group collaborations and seeing what all you can do with your OneNote notebook that you can now share with as many people as you want.






















Chapter 5 – Staying Productive








One of the best ways of staying productive with OneNote is to make it a regular habit that you keep turning to when it comes time to organize things.



The more you use it the more likely you are going to get familiar with it and you will begin to start prioritizing things.



Remember to go back and routinely make revisions to your list. Set a weekly time to do this. This allows you to mark all of the accomplishments that you have made throughout the week.



Or if there are lots of little things that you do throughout the week go ahead and remove them as you do them, whatever works best for you, but make sure that you are making it a standard operation to keep the ball rolling or else you are likely to drop it.



While you can still get back into the game, it’s easier to just keep your momentum flowing and stick to being organized.



Start sharing your projects with more people. It sounds a bit ego centric but if you take your iPad or Surface Pro with you to work and meetings and suddenly find yourself that you are the one in the position of being prepared simply because you had all of your documents already in one place, you know that’s going to look good.



Being able to go ahead and just drop them to everyone in the room all at once is an amazing feeling, and you can do it quickly, without having to dig around sorting through and trying to find which files you are looking for. You will know exactly where they are and how to find them. Perfect delivery.



This little bit of extra ego boost might just be what you need to give you the pat on the back it takes to stay organized.



Sometimes the days get long and there really isn’t one out there saying that you are doing a good job staying on top of things, so when you know you are doing good, it is a good thing to take a moment and just appreciate your own work.



OneNote might be great at keeping things organized but you still had to do the work of putting stuff where it belonged and then actually using the app, and doing all the work. We don’t appreciate the paint for the painting, we appreciate the artist.



Eventually
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 there may come a time when you need to revamp your tags too. This can be done after a project is finished and you don’t need to have quite as many tags associated, or perhaps you need to add certain people’s names to different areas of a project as their primary contribution changed over the course of the project.



These sort of shifts in categorization are important for how you will look things up down the road if you ever need a reference on a certain individual too.














Chapter 6 – Those Little Things








Special Tips:



#1. While recording a meeting and you want to focus on the meeting instead of actually taking notes, set OneNote to actually do the work.



Kick things off by inserting the details of the meeting by going to the Home tab and heading to the Meeting Details tab. When you are ready to start the recording just go to the Insert tab and click on the Record Audio button over on the left.



The fun part about this is that you can now sit back, and pay attention to the meeting and when something that catches your interest happens in the meeting you can make a note of it.



OneNote will recognize the time signature at the moment of your little note and you will be able to go back to as many of these as you wish. That’s a smart clever feature. For classroom, meeting, or any conference.



#2. Did you know you didn’t even have to have OneNote open in order to actually take notes with it? If you on a PC all you have to is press Win + N to get to the option for a quick note and if you want to take a screenshot all you need to is press WIN+S and off to OneNote, the image goes.



This is great when you don’t have the time it takes to open the app but need to get something jotted down quick. Like most apps you can also just add it right to the taskbar where you customize the features.



#3. Now if you are working with in OneNote 2016 and you are actually upgrading from the 2013 version you can take notes directly on the web and then choose to send them over to your OneNote file.



This can really speed up the process of note taking. Save the idea that you have, exactly when you have it, instead of having to go back and rethink it later. This is the sort of fluidity that you would expect in an upgrade from an app designed for productivity.



#4. Another new tip to get the most out your OneNote experience is an accessory app that is called Office Lens. This Microsoft app, which doesn’t need to be operated on a windows phone, helps you convert just about any image that is rich in text (think of documents, whiteboards, presentations, recipes) and even can get pictures of sketches and drawings so long as they are 2-d.



The focuses on getting a flat image so that it can convert it over to your OneNote easily for you.



#5. Use OneNote Clipper. It’s a free app. It will save you lots of room in your OneNote files, and allow you just to clip the parts that you like from you OneNote page.



Very useful when you want to share parts of something but not the whole. Like if you have a recipe you want to share but not the attached picture of you later at the Holiday Party.



#6. Link your Notebooks. In case you haven’t realized this yet, this is a way to broaden your ability to organizing power! You can have more than one notebook for a given project. Why not have multiple ones and set categories for each individual one?



#7. Take full advantage of the other additional apps that it works with. There are always new apps being updated to go work with OneNote. This means it may have just the tool you’ve been looking for, just waiting for you.



#8. Pair with your Outlook calendar to add notes to your meetings so that you know what actually happened on specific days. It doesn’t take too many days out from a meeting to forget what was covered. The two Office programs pair perfectly.






















Conclusion








OneNote has been around for quite some time now and has seen several different updates, OneNote2016, is a product that is makes staying productive more achievable than ever.



If you are able to break things down into different categories and see them in groups, then you can begin to utilize the space that is in OneNote to build tasks and to-do lists. Then just start delegating them or doing them yourself.



For those of you that still find yourself more drawn to the creative way of approaching things, OneNote gives you the freedom to put things wherever you want.



You can drag and drop a line of text anywhere you want, the same goes with a link or a photo, or any bit of information. There really are no boundaries.



Pre-made templates can help you define your space if you want a little more guidance as to how to break things up, and if you are conquering team projects no matter if it is for persona or business the ability to work collaboratively has never been better.



You can work in real-time on the same documents now, across multiple platforms. That spells productivity for sure.



If you want to keep certain information protected while you are working on large groups, don’t forget about this programs ability to make it possible to portions that are password protected.



You can also create extra Notebooks to correlate on projects that don’t have any of the information you need to worry about being password protected in it, so that team members don’t feel like they are being left out.



Use OneNote however you like, but stick with it, and tend to it just like a garden, so many users of digital archives jokingly complain that they just use it to stuff files in and then they don’t really have a clue what is there anymore.



The way OneNote is set up you can easily organize it so that you can take control over it. Tend to and make sure that once in a while you do some pruning and weeding to get rid of things that you no longer need in your Notebooks.



To get the most out of this program you really do have to put a little bit of effort into it. But the rewards certainly do pay off.



The multiplatform availability can’t be stressed enough for making this a breakthrough standard now for productivity apps.



Working with Windows, iOS, and Android devices all through the cloud, along with PC makes OneNote available just about anywhere you can imagine, driving the availability of information that you have spent the time fine-tuning and collecting more readily available and just waiting for you at your demand.



Your key to ultimate productivity with OneNote rests in your capacity to follow through with the plans that you lay out before you. Just like you could cover your computer screen with all sorts of little sticky notes reminding you to do something, OneNote isn’t going to go get things done for you on all by itself.



It’s going to take your own elbow grease. Though you could quite possibly be rather clever and use it fully as a delegating tool and navigate completely through OneNote.



That is completely possible. It is a tool that could handle that. You would need a great team of people working for you, but it could be possible.



With live-collaborating now a possibility you never know what people will be able to accomplish and set their sights on.



New business models, exciting projects, new technologies, and many other new developments could all take place now that people have a dedicated location and home for all of the data for a specific project they are working on with absolutely no limit to the amount of people working on it.



OneNote’s simple blank pages are waiting for your checklists and your strategies to start building them.



Stick to a system of tags, and remember that you can always go back and revise things later on in the future if you want to. The main thing now is just to start with a structure and keep building on to it.



You can do this.
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