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Microsoft’s OneNote is a fantastic tool to save and recover information, Toby Scott said as he introduced a program on the software. Simply put, he said, it’s “a retrieval system for a pile of garbage that you didn’t know whether you needed it or not, but you’re a collector of garbage, and you threw it up there, and it’s there.”
The free Microsoft program, formerly part of the Microsoft Office suite, doesn’t immediately show its value because it’s fairly easy to remember something for a few days, he said. But the longer someone uses the program, the more it shows its value. Remembering something from a year ago or longer — Scott has been using the program since 2008 — is much harder, but OneNote’s search program makes it easy to find such information.
People have to understand what OneNote is — and is not — to use it effectively, he said. It is not a backup program or an organizer. It is a place to put free form data in all kinds of formats, it’s a note taker, and it’s a note clipper. He also described it as a junk drawer that’s easy to find things in.
OneNote works somewhat like a file cabinet that contains notebooks, tabbed subject files and pages, all of which can be easily searched. Scott has notebooks for CIPCUG, Lions Club, and Ventura County Computers, among others, but he tends to put things he’s saving in whatever folder is open because the program’s search function makes it so easy to find documents, he said. That means he doesn’t have to spend lots of time moving files around.
Every time he goes to the doctor and gets any papers, such as blood test results, he said, he stores them in OneNote. He can use his phone as a scanner, take a picture of the document and send it to OneNote, which can read text in graphics formats. OneNote’s tabs and pages can be password-protected, but notebooks can’t be. At least with OneNote 2013, you cannot password protect entire files — only tabs. “It’s not perfect encryption, but it’s pretty good encryption,” he said.
To demonstrate how OneNote saves things, Scott took a picture of the audience with his Windows phone before the presentation started and sent it to OneNote, where it was easy to find. He also photographed a Sudoku puzzle from a newspaper page and did the same thing.
“The only advantage to OneNote is if you use it,” he emphasized. After a few years of regular use, your whole life is on it. All his passwords are in an encrypted OneNote file, for example. 
Another advantage of OneNote, he said, is that if a user downloads material from a website, OneNote includes the URL so it’s easy to find the site again. That feature was useful when the family was planning a trip to Utah. Scott copied lots of Web pages to OneNote, but if he didn’t copy enough of the page — like whether a hotel or motel had a swimming pool — finding the answer by going back to the site was simple.
OneNote is similar to Evernote (https://evernote.com/), Scott said. Evernote has better organizational skills, but OneNote has better capturing tools. Users can embed all kinds of things. It can handle PowerPoint presentations, but Scott prefers to save those separately, with just a link in OneNote if he’s going to make a presentation.
Outlook users can save email conversations and threads in OneNote, he added, making it easier to find the messages than searching through hundreds of emails.
Scott said that, although he was aware of OneNote, he didn’t grasp its value until he attended a technical conference with 200 others to learn about the newest Intel chip. The speaker was asked about some aspect of the chip and said he didn’t remember the answer but could find out quickly. He used OneNote to find the information and realized that everyone in the audience was amazed by the program. He switched his discussion to OneNote, saying, “It’s way more important to your lives than the latest Intel chip.”
Apps for OneNote are available for tablets and smartphones, and the full program is available for desktop and laptop computers. OneNote stores files on the user’s computer and in the cloud. Smartphones and tablets with more limited storage space will get pointers to all files but can download only the ones they want to use at the moment, he said.
Files can be moved to OneNote by dragging and dropping, copying and pasting and “throwing” them with some other tools. Scott uses Office Lens, an app that turns a smartphone into a scanner and can send photos to OneNote. More information about it is available at https://blogs.office.com/2014/03/17/office-lens-a-onenote-scanner-for-your-pocket.
A member of the audience asked if business cards placed in OneNote could easily be transferred to Outlook, and Scott said OCR (optical character recognition) software would be needed to do that. Users can, however, tell OneNote to pull the text from a picture when they put it in OneNote, but that doesn’t always work.
OneNote adds two icons to the taskbar, but one of them shouldn’t be placed there, Scott said in answer to a question. The icon is for a program that sends things to OneNote, but there’s no user interface for it, so there’s no reason to put it on the taskbar. Well-behaved programs don’t automatically put their icons on the taskbar or start menu, but it’s easy to add them manually. Users can add OneNote to the “send to” menu.
OneNote’s search function looks at titles and pages and can handle AND/OR Boolean searches. Using the Windows search engine to find such material is “an exercise in growing old fast” in comparison, Scott said. OneNote can’t handle wild cards. 
Some text-manipulation tools and other add-ins are available to use in OneNote, and Scott now generally writes things in OneNote and copies and pastes them into Word documents to send them to someone. If the recipient asks him much later about what he wrote, he can find it easily in OneNote. 
OneNote does not work on XP machines (the version included in Office 2003 will work) but does on every version of Windows after that.
Asked about OneNote use on smartphones, Scott said that most people run out of random access memory, not storage space, unless they have lots of music, videos and pictures. Lots of apps running in the background can complicate the use of OneNote. He suggested downloading an app that closes all running apps for whatever phone you use to solve that problem. People using a phone or tablet don’t have to show everything, he said. 

 

On the Web:

· Download OneNote at http://www.onenote.com/Download

· For Dummies guide to OneNote: http://www.dummies.com/how-to/computers-software/ms-office/OneNote-2013.html

· OneNote 2013 Quick Start Guide: https://support.office.com/en-us/article/OneNote-2013-Quick-Start-Guide-AB75BE1A-06E2-4B0F-BE5D-8652F1FAC102

· OneNote tutorials: http://www.lynda.com/OneNote-training-tutorials/266-0.html

· OneNote books: http://www.amazon.com/s/ref=nb_sb_noss?url=search-alias%3Daps&field-keywords=microsoft+onenote+books
· OneNote apps: Go to any of the app stores and search for OneNote 

SIDEBAR

Toby’s OneNote notes

First Impressions:

· What isn't OneNote? It isn’t an organizer or backup program. 

· What is OneNote? It’s a place to store random bits of data so you can find it at a later date. It doesn't seem too useful. It isn’t useful until you have been using it for months. You can remember data from yesterday, but need a program to find data from last year.

· Where can I get my data to insert into OneNote?

· Type it in

· Import files (Word, Excel, PowerPoint, websites, pictures, etc.).  PowerPoint isn’t all that great in OneNote.  I just put a link in OneNote and leave the PDF outside. Alternatively, you can open the PDF, select all, copy the contents of the file and then paste into OneNote. Basically, any way you enter data into Word, Excel, email, etc. you can use to enter data into OneNote.

· Send from phone camera or email directly to OneNote. Office Lens will take pictures from your smart phone and paste them into a page on OneNote. This way you can use your phone as a mobile document scanner. Also, you can send one or more email messages to OneNote for documentation and retrieval.

· How do I find my data?

· Organized like tabbed notebooks. The file is the book, the tabs across the top are the section dividers and the lists along the side are individual pages.

· Search tool. Search in the upper-right will find any word or combination of words.  “cipcug AND program” will find any page that has both the word cipcug (upper, lower or mixed case) and the word program. The AND has to be in capitals so search knows it is an operator and not one of the words to search for.

· Data is available everywhere you want.

· Sync to desktop, notebook, tablet, phone: I like to use my desktop computers to do any serious data creation, but it is nice to be able to bring up OneNote on my phone to make minor changes to a page while visiting customers. When I get back to the office, my changes are on my computer.  

· Recover data from Recycle Bin (in OneNote) 

 

SECOND SIDEBAR

OneNote and OneDrive

· Microsoft’s continued use of similar names for different products continues  with these two products.

· OneDrive was formerly called SkyDrive, but the name was changed because of a lawsuit in England.

· OneNote is the program into which you store data. OneDrive (or Google  Drive, Dropbox or other) is a cloud storage program. Things that you create (like OneNote files) and that are stored in our local computer’s OneDrive folder are automatically synchronized with the version of the file in the cloud. This way, you can create documents on your desktop and then access them with your smartphone while on the road — and even make minor changes, which will be there when you get back home.  OneDrive is the glue that allows you to work on the same document from multiple computers, tablets and phones A 2014 blog post puts it this way:

· “SkyDrive recently announced a name change to OneDrive. We’re excited that OneNote and OneDrive now share a similar name since we also share a similar promise. OneDrive is the one place for all your most important stuff, including photos, videos, and documents, and OneNote is the one place for all your notes. Together, OneNote and OneDrive enable you to access your notes on all your devices.” (https://blogs.office.com/2014/02/21/onenote-and-onedrive-one-happy-family/)

 

 

