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Onenote 2013 for Dummies: Your Complete Guide to Mastering Microsoft 
OneNote

When you think of digital productivity tools, the first name that often comes up is Microsoft OneNote. Since its

introduction, OneNote has grown into a versatile notebook application that helps users capture ideas, organize

research, and collaborate with teammates. Whether you’re a student, a project manager, or just someone who

loves to keep their thoughts in order, OneNote 2013 offers a powerful set of features that can transform the way you

work.

For many, the idea of diving into OneNote can feel intimidating. The interface is rich, the feature set is expansive,

and the terminology can be confusing. That’s why we’ve put together this comprehensive, step �by �step guide—

written in plain, approachable language—to help you master OneNote 2013. Think of it as your personal “OneNote

2013 for Dummies” manual that walks you through everything from basic navigation to advanced productivity hacks.
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Getting Started: Installing and Setting Up OneNote 2013

Before you can start creating digital notebooks, you need to make sure OneNote 2013 is installed on your

computer. If you’re using Windows 8 or later, it’s usually bundled with Microsoft Office. If not, you can download it

from the official Microsoft website or use the Office 2013 installation media.

•  Step 1: Check Your Office Version – Go to File &gt; Account in any Office application and verify that you have 

Office 2013 or later installed.

•  Step 2: Install OneNote (if necessary) – If it’s missing, run the Office 2013 installer and select OneNote from 

the list of optional components.

•  Step 3: Sign In with Your Microsoft Account – Launch OneNote, and sign in with your Microsoft (Outlook.com, 

Live.com, or Hotmail.com) or corporate account. This step is essential for syncing your notes across devices.

•  Step 4: Choose a Storage Location – By default, OneNote stores notebooks in OneDrive. You can also 

choose local storage or a network drive if you prefer.

Once you’ve completed these steps, you’re ready to explore the world of digital note-taking.



Understanding the Interface

OneNote’s interface may look intimidating at first, but it’s built around a few core components that make navigation

intuitive:

•  Notebook List – Located on the left sidebar, this shows all your notebooks.

•  Section Tabs – Within each notebook, sections are displayed as horizontal tabs.

•  Page List – The left pane lists all pages inside the selected section.

•  Content Area – The main workspace where you add and edit content.

•  Ribbon – The top toolbar offers formatting, insertion, and view options.

•  Search Bar – Quick access to find text across all notebooks.

Once you get accustomed to these elements, the rest of the application will feel like second nature.

Creating and Managing Notebooks

Notebooks are the highest-level containers in OneNote. Think of them like physical binders that hold your work.

Here’s how to create and organize them:

Creating a New Notebook

1.  Open OneNote and click File &gt; New.

2.  Select a location: OneDrive for cloud sync or Other Locations for local storage.

3.  Enter a name that reflects its purpose, e.g., Project X Notes.

4.  Click Create Notebook.

Renaming, Moving, and Deleting Notebooks

•  Rename – Right �click the notebook in the list and choose Rename.

•  Move – Drag the notebook to a different folder in the OneDrive pane.

•  Delete – Right �click and select Delete. Deleted notebooks go to the recycle bin of OneDrive, so you can 

recover them if needed.

Using Notebook Templates

OneNote offers pre �built templates for common scenarios such as meeting notes, project plans, or personal 

journals. To access them, go to File &gt; New &gt; Template Galleryand pick the one that fits your needs.

Templates save time and ensure consistency across your notes.

Pages, Sections, and Section Groups

Within each notebook, you’ll find sections—think of them as tabs on a binder. Sections can be further grouped into

section groups, allowing you to create a hierarchical structure that mirrors your workflow.

Adding Sections

1.  Click the + Section button at the bottom of the section list.

2.  Give the section a descriptive name, e.g., Research.

3.  Press Enter to create.

Creating Section Groups

1.  Right �click on any section and select New Section Group.

2.  Name the group, e.g., Marketing.

3.  Drag and drop sections into the group as needed.



Working with Pages

Pages are the canvas where you capture content. To add a page:

1.  Within a section, click + Page on the right pane.

2.  Enter a title that summarizes the page’s content.

3.  Start typing or insert media.

Pages can be reordered by dragging them up or down the list, and you can create sub �pages by indenting a page

title.

Adding and Formatting Content

OneNote’s strength lies in its flexibility. You can type plain text, insert images, clip web pages, record audio, and

even draw freehand. Let’s explore the main content types and formatting options.

Typing and Rich Text Formatting

Use the Hometab to style text. You can change font type, size, color, and apply bold, italics, underline, or

strikethrough. Bullet lists, numbered lists, and tables are also available.

Inserting Images and Media

•  Click Insert &gt; Pictures to add local images.

•  Use Insert &gt; Online Pictures to search Bing.

•  To embed a video, select Insert &gt; Online Video and paste the URL.

•  Record audio or video directly from OneNote via Insert &gt; Audio Recording.

Clipping Web Pages

OneNote’s Web Clipper is a handy tool for saving articles, PDFs, or screenshots. Install the browser extension,

click the clip icon, and choose the clipping type (full page, article, or custom area). The clipped content appears in a

dedicated notebook section.

Drawing and Ink

For tablets or touchscreens, the Drawtab offers pens, highlighters, and erasers. You can also convert ink to text or

shapes, making it useful for brainstorming or annotating PDFs.

Tables and Templates

To insert a table, go to Insert &gt; Tableand specify rows and columns. You can also use built �in templates such as

meeting minutes, to �do lists, or project trackers.

Tagging and Highlighting

Tags help categorize content. Use Home &gt; Tags to add checklists, questions, important notes, or custom tags.

Highlighting draws attention to key points, and you can filter pages by tag later.

Advanced Features and Productivity Tips

Once you’re comfortable with the basics, you can leverage advanced features to boost productivity.

Search and Find

OneNote’s search bar is powerful. It can locate text within notes, find images, or even search for handwritten notes 

if your device supports ink recognition. Use Ctrl + F within a page or Ctrl + E for a global search.



Linking Notes and Creating a Knowledge Base

•  Right �click a page title and select Copy Link to Page. Paste this link into another note to create a reference.

•  Use the Insert &gt; Link option to connect related content.

•  Organize notes into a knowledge base by grouping related pages and sections.

Keyboard Shortcuts

Learning shortcuts can drastically speed up your workflow. Some essential ones include:

•  Ctrl + N – New page

•  Ctrl + Shift + T – New section

•  Ctrl + 1, 2, 3 – Apply heading styles

•  Ctrl + B, I, U – Bold, Italic, Underline

•  Ctrl + Shift + C – Copy formatting

•  Ctrl + Shift + V – Paste formatting

Page Templates and Customization

You can create your own templates by designing a page with the desired layout and then saving it as a template. 

Go to Insert &gt; Page Templates &gt; Save Current Page as a Template . Future pages can be created from

this template, ensuring consistency.

Exporting and Archiving

Export pages or entire notebooks to PDF or Word for sharing. Use File &gt; Exportand choose the desired

format. Archiving old notebooks to local storage or OneDrive’s archive folder keeps your workspace uncluttered.

Collaboration and Sharing

OneNote is designed for teamwork. You can share notebooks with colleagues, co �author in real time, and leave

comments.

Sharing a Notebook

1.  Open the notebook you want to share.

2.  Click File &gt; Share &gt; Share with People.

3.  Enter email addresses and set permissions (view or edit).

4.  Click Send to share.

Co �Authoring

Multiple users can edit the same notebook simultaneously. Changes sync in real time, and you can see who’s

working on which section by hovering over the user icon.

Adding Comments

Select a block of text or an image, right �click, and choose New Comment. This is useful for peer reviews or

collaborative brainstorming.

Version History

If you need to revert to a previous state, go to File &
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