
 

 

Microsoft OneNote 2016 

One Note Overview 

Creating a New Notebook 

1. Click the My Notebooks tab 

2. Select a place for the 

notebook to be hosted, 

SharePoint is the recommended 

option 

Note: If the notebook is saved on the C: 

Drive and your computer crashes there will be no 

way to recover lost notes 

1. Click the + icon next to the Section tabs.  

2. Type the name of the new section in the 

section tab.  

Note: Many times these sections are 

new projects or clients, to help organize 

the notebook. 

3. Press Enter to inset the name and drop 

down to the notes pane. 
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Adding a Page Adding an item to the To Do List 

1. Once you have typed something you would like 

to add to the To-Do List, click the To-Do Tag 

2. A checkmark box will now be added to the left 

of the item that is do be done 

3. To mark the item as complete, click the checkmark 

box to add a check.  

4. To view all of the To-Do items, click the Find Tags 

Button 

1. Click the + Add Page icon in the Pages Pane  

2. Type the name of the new page in the page 

header.  

Note: Enter specific page titles so that the 

note can be easily recalled later 

3. Press Enter to inset the page title and drop 

down to the notes pane. 

Adding a Outlook Task 

1. Once you have typed something you would 

like to add as a task, click the Outlook Tasks 

button 

2. Select one of the follow up options for the 

Task 

3. A Task Flag will now appear next to the task 

4. To view all of the To-Do items, click the Outlook 

Tasks Button and select Open Task in Outlook 

or simply navigate to the Outlook Tasks section of 

your email 

Inserting a Video 

1. Click the Insert Tab 

2. Click Video in the media section of 

the ribbon toolbar. 

3. Select Online Video to imbed a 

video from a website such as 

YouTube. 

4. Type or past the URL of the video 

you would like to add. 

5. The video will be loaded within the 

document field selected. 

Adding Meeting Details 

4. Adding in meeting notes is a great way to keep track of who attended your 

meetings. 

5. Click the Meeting Details button.  

6. Select a meeting from the list, or select a different day to search for meetings.  

7. The meeting details will now be available on the top of your notes 


