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If  you  have  ever  felt
o v e r w h e l m e d  b y
scattered sticky notes,
lost  paper  notebooks,
or  messy  digital  files,
you  are  not  a lone.
Staying organized in a
fast-paced  world  can
be a challenge. That is
where OneNote 2013
For  Dummies  comes
i n  a s  t h e  p e r f e c t
s tar t ing  po int  fo r
anyone  who  wants  to
master  Microsoft’s
powerful  note-taking

application.  Whether
you  are  a  s tudent
juggling lecture  notes,
a  p r o f e s s i o n a l
managing  pro ject
details, or a home user
k e e p i n g  t r a c k  o f
recipes and to-do lists,
this guide will walk you
through everything you
need to  know.  In  this
article, we will explore
the  core  features  of
OneNote 2013, explain
how to set up your first
notebook,  and  share
practical  tips  to  help
you  become  more
productive. By the end,
you  will  see  why  so
many  people  consider
OneNote  2013  an
essent ia l  too l  fo r
managing  information
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in  the  digital  age.

What Is
OneNote
2013 and
Why
Should
You Use
It?
OneNote  2013  is  a
d i g i t a l  n o t e b o o k
application that is part
of  the  Microsoft  Office
s u i t e .  U n l i k e  a
t r a d i t i o n a l  w o r d
processor,  OneNote  is
designed for  free-form
information  gathering
and  organization.  You
can  type  text,  insert
images,  record  audio,
draw  diagrams,  and
even clip web content

d i rect ly  in to  your
notes.  The  program
organizes  information
i n t o  n o t e b o o k s ,
sections,  and  pages,
mimicking the familiar
structure of a physical
binder.  For  beginners,
OneNote  2013  For
Dummies offers a low-
l e a r n i n g - c u r v e
introduction  to  this
flexible system. One of
the biggest advantages
of using OneNote 2013
is that it allows you to
k e e p  a l l  y o u r
information  in  one
p lace .  I n s tead  o f
having  notes  spread
across different apps or
pieces  of  paper,  you
can  have  everything
c e n t r a l i z e d ,
s e a r c h a b l e ,  a n d
accessible  from  your
computer  or  tablet.
T h i s  m a k e s  i t  a n
invaluable  tool  for
students  who need to
compi le  research,
professionals  who



Onenote 2013 For Dummies 3

3

attend many meetings,
or anyone who simply
wants to reduce clutter
and increase efficiency.

Getting
Started
with
OneNote
2013:
The
Basics
When  you  first  open
OneNote  2013,  you
might be struck by how
familiar it  looks if  you
have  used  other  Office
programs.  The  ribbon
interface  at  the  top
contains  tabs  l ike
Home,  Insert,  Draw,
and  View.  These  tabs
g r o u p  r e l a t e d

commands  together.
Below the ribbon,  you
will  see  the  notebook
navigation pane on the
left,  which  lists  your
open  notebooks.  Each
notebook  can  contain
multiple  sections,  and
each  sec t i on  can
contain multiple pages.
For  a  true  OneNote
2013  For  Dummies
experience,  start  by
c r e a t i n g  a  n e w
notebook.  Go  to  the
File tab, click New, and
choose  a  location  to
save it.  You can store
notebooks  on  your
c o m p u t e r  o r  o n
OneDrive  for  access
a c r o s s  m u l t i p l e
devices.  Give  your
notebook a meaningful
name,  such  as  “Work
Projects”  or  “Personal
Journal.” Once created,
y o u  w i l l  s e e  t h e
notebook appear in the
navigation pane. Right-
click  on  the  notebook
n a m e  t o  a d d  n e w



4

4 Onenote 2013 For Dummies 2025-07-22

sections,  and  click  on
the “Add Page” button
to  create  new  pages.
That  is  really  all  you
need to begin. You can
start  typing  anywhere
o n  a  p a g e ,  a n d
OneNote  will  let  you
c l i c k  a n d  t y p e
wherever  you  l ike,
w h i c h  g i v e s  y o u
tremendous freedom in
how you structure your
notes.

Understa
nding the
Notebook
Structure:
Sections,
Pages,

and
Subpages
One of the things that
makes OneNote 2013
For Dummies such an
approachable  topic  is
that the program uses
a  metaphor  everyone
u n d e r s t a n d s :  a
notebook.  Think  of  a
physical  three-ring
b inde r .  You  have
d i v i d e r  t a b s  f o r
different  subjects,  and
behind  each  tab,  you
have  pages.  OneNote
works  exact ly  the
same way. A notebook
i s  y o u r  t o p - l e v e l
container.  You  might
have  a  notebook  for
each  major  area  of
your  l i f e ,  such  as
“College  Courses,”
“Home Renovation,” or
“Business  Planning.”
Within a notebook, you
c r e a t e  s e c t i o n s .
Sections  are  like  the
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d i v i d e r  t a b s  i n  a
binder.  For  a  college
notebook,  you  might
have sections for each
class, such as “Biology
1 0 1 , ”  “ E n g l i s h
L i t e r a t u r e , ”  a n d
“Calculus.” Within each
section,  you  create
pages .  Pages  a re
where  your  actual
notes live. You can also
create  subpages  by
d r a g g i n g  a  p a g e
slightly  to  the  right
under  another  page,
which  is  useful  for
g roup ing  re la ted
topics. This hierarchical
structure makes it easy
to  find  information
quickly.  Instead  of
scro l l ing  through
endless  files,  you
simply  open  the  right
notebook,  click  the
r ight  sect ion,  and
choose  the  page  you
need.  I t  is  s imple,
intuit ive,  and  very
effective.

Taking
Notes:
Typing,
Writing,
and
Drawing
The most basic way to
take notes in OneNote
2013  is  by  typing.
Simply  click  anywhere
on  a  page  and  start
typing. You can format
your  text  using  the
Home tab,  just  like in
Word.  Bold,  i tal ic ,
under l i ne ,  bu l l e t
points, numbered lists,
and  headings  are  all
available. But OneNote
goes  beyond  simple
typing.  If  you  have  a
touchscreen  device  or
a  drawing  tablet,  you
can use the Draw tab
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to write or draw with a
stylus. This is fantastic
for sketching diagrams,
writing  mathematical
e q u a t i o n s ,  o r
annotating  documents
w i th  handwr i t ten
notes.  You  can  also
highlight  your  typed
notes with a highlighter
tool.  For  those  who
prefer  audio  notes,
OneNote  2013  allows
you  to  record  audio
directly  into  a  page.
This is especially useful
for  recording  lectures
or meetings while you
type  summary  notes
alongside. The audio is
linked to the text you
type, so you can later
click  a  specific  word
and  hear  what  was
being  sa id  at  that
moment.  This  feature
alone  can  transform
h o w  y o u  c a p t u r e
information.  Whether
you type,  write,  draw,
or  record,  OneNote
2013  gives  you  the

flexibility  to  capture
information in the way
that suits you best.

Inserting
Images,
Files, and
Web
Content
OneNote  2013  truly
shines  when  it  comes
t o  g a t h e r i n g
in fo rmat ion  f rom
different  sources.  You
can  insert  images
directly into your notes
by going to the Insert
tab  and  choos ing
P ictures .  Once  an
image is inserted, you
can resize  it,  move it
anywhere on the page,
and  even  write  text
around it. You can also
insert  entire  files,  such
a s  P D F s  o r  W o r d
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documents,  and  they
will appear as icons in
your  notes  that  you
c a n  o p e n  w i t h  a
double-cl ick.  Even
better,  OneNote  can
print a file directly into
your notebook, so you
can  view  the  content
without  needing  the
original application. For
web  research,  the
Insert  tab  offers  a
Screenshot  tool  and a
Screen  Clipping  tool.
These let  you capture
parts  of  your  screen
and add them to your
notes  instantly.  If  you
install  the  OneNote
Web Clipper extension
in  your  browser,  you
can  clip  entire  web
pages  or  se lected
port ions  into  your
notebook with a single
click.  This  is  a  game-
changer  for  research
projects.  Instead  of
bookmarking dozens of
links  and  hoping  you
remember  what  each

one was about, you clip
the  relevant  content
d i rect ly  in to  your
notes,  along  with  the
s o u r c e  U R L .  F o r
anyone  approaching
OneNote  2013  For
D u m m i e s  a s  a
research  tool,  this
feature alone is  worth
the price of admission.

Staying
Organize
d with
Tags and
Search
As  your  notebooks
grow,  finding  specific
information  becomes
critical.  OneNote 2013
inc ludes  a  robust
tagging  system  that
helps  you  categorize
and  priorit ize  your
notes.  Tags  are  small
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icons  that  you  can
apply  to  any  line  of
text.  Common  tags
i n c l u d e  T o  D o ,
Important,  Question,
and  Remember  for
Later.  To apply a tag,
place your cursor on a
line  and  click  the  tag
icon in the Home tab.
You can also customize
tags  or  create  your
own. The real power of
tags comes when you
use the Tags Summary
pane.  This  feature
scans  your  ent i re
notebook  and  shows
you all tagged items in
one place, grouped by
tag type. You can click
a n y  i t e m  t o  j u m p
directly to its location.
This is incredibly useful
for  finding  all  your  to-
d o  i t e m s  a c r o s s
multiple projects or for
rev iew ing  a l l  t he
questions  you  flagged
during a study session.
C o m b i n e d  w i t h
OneNote’s  powerful

search  capabi l i ty,
wh ich  can  search
through  typed  text,
handwritten notes, and
e v e n  t e x t  w i t h i n
images, you will never
lose  a  note  again.
Simply  press  Ctrl+E,
type  a  keyword,  and
OneNote instantly finds
every  instance  across
all your notebooks. For
the  OneNote  2013
For  Dummies  user,
mastering  tags  and
search  is  the  key  to
staying organized over
the long term.

Sharing
and
Collabora
ting with
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Others
OneNote  2013  is  not
just for individual use.
It also supports sharing
a n d  r e a l - t i m e
collaboration.  If  you
save your notebook to
O n e D r i v e  o r
SharePoint,  you  can
invite others to view or
edit  it.  This  is  perfect
for  group  projects  at
school,  team planning
at work, or family trip
organization  at  home.
To  share  a  notebook,
click the File tab, then
Share. You can send an
invitation via  email  or
copy a link. You decide
whether  others  can
edit  or  only  view  the
n o t e b o o k .  W h e n
multiple  people  are
editing the same page
simultaneously,  you
can see their  changes
in near real-time, with
each  person’s  edits
appearing in a different

co lor .  Th is  makes
collaborative  note-
taking during meetings
o r  b ra ins to rm ing
sessions seamless. For
t e a m s  t h a t  a r e
distr ibuted  across
different  locations,  this
feature  can  reduce
email clutter and keep
everyone on the same
page.  Even if  you are
using  OneNote  2013
For  Dummies  as  a
solo user, knowing that
you can easily bring in
others  when  needed
makes  the  program a
flexible  and  future-
proof  choice.

Syncing
Across
Devices
with
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OneDrive
O n e  o f  t h e  g r e a t
advantages of OneNote
2 0 1 3  i s  t h a t  i t
i n t e g r a t e s  w i t h
OneDrive,  Microsoft’s
cloud  storage  service.
B y  s a v i n g  y o u r
notebooks to OneDrive,
you  can  access  them
from multiple  devices,
i n c l u d i n g  y o u r
Windows  computer,
tablet, or phone via the
free OneNote app. This
means you can start a
note  on  your  desktop
at  work,  review  it  on
your tablet during your
commute, and add to it
from  your  phone  at
home. All changes sync
automatical ly  and
seamlessly.  For  the
OneNote  2013  For
Dummies  user,  this
s y n c  c a p a b i l i t y
eliminates the worry of
forgetting  a  notebook
or  losing  your  work.

Your notes are always
up to date and always
with  you.  To  enable
syncing,  simply create
or move your notebook
to  OneDrive.  You  can
check the sync status
of  your  notebooks  by
looking  at  the  Status
button  in  the  Quick
Access Toolbar.  If  you
ever see a sync error,
OneNote  will  usually
r e s o l v e  i t
automatically,  but  you
can also manually sync
by  right-clicking  the
notebook  name  and
choosing  Sync.  This
c r o s s - d e v i c e
accessibility  is  one  of
the  most  compelling
reasons  t o  adop t
OneNote 2013 as your
primary  note-taking
tool.

Practical
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Tips and
Tricks for
Beginner

s
To get the most out of
your  OneNote  2013
F o r  D u m m i e s
experience,  here  are
some practical tips that
will save you time and
help you work smarter:

Use page
templates.
OneNote 2013
includes built-in
templates for
different types of
notes, such as
lecture notes,
meeting notes,
and to-do lists.
You can find
them under the
Insert tab.
Templates give
your notes a

consistent
structure and
save you from
formatting each
page from
scratch.
Create a table
of contents. On
the first page of
a section, create
links to other
important pages.
This acts as a
dashboard and
helps you
navigate large
notebooks
quickly.
Use the
Favorites
feature. Right-
click a page and
choose Add to
Favorites to
create a shortcut
in the left pane.
This is great for
pages you visit
frequently.
Protect
sensitive notes
with a
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password. If
you have
confidential
information, you
can password-
protect an entire
section. Right-
click the section
tab and choose
Password
Protection.
Learn keyboard
shortcuts. Press
Ctrl+N to create
a new page,
Ctrl+Shift+E to
search all
notebooks, and
Ctrl+1 to apply a
To Do tag.
Mastering these
shortcuts will
significantly
speed up your
workflow.
Use the Dock
to Desktop
feature. This
pins OneNote to
the side of your
screen so you
can take notes

while working in
other programs.
Look for the Dock
to Desktop icon
at the bottom
right of the
OneNote window.

These tips are easy to
implement  and  will
immediately make you
more  efficient.  As  you
b e c o m e  m o r e
comfortable,  you  can
explore  even  more
advanced features like
linked  notes,  math
e q u a t i o n s ,  a n d
i n t e g r a t i o n  w i t h
Outlook  tasks.

Common
Mistakes
to Avoid
in
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OneNote
2013
Even with a guide like
OneNote  2013  For
Dummies,  beginners
sometimes  fall  into  a
few  common  traps.
Being  aware  of  these
wil l  help  you  avoid
f r u s t r a t i o n .  O n e
common mistake is not
o r g a n i z i n g  y o u r
notebook  structure
early on. It is tempting

to  just  start  typing
w i thou t  c rea t i ng
sections  and  pages,
but  this  quickly  leads
to  a  chaot ic  mess.
Spend  five  minutes
planning your structure
before  you  begin .
Another  mistake  is
neglecting to sync your
notebooks  regularly.
While  OneNote  syncs
automatically  when
you are online, it  is a
good  habit  to  check
that  your  notebooks
are  syn


