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OneNote 2013 – What’s New 

Five New Features in OneNote 2013 

With OneNote 2013 you can capture all of your ideas—meeting notes, screen shots, vacation plans, and 

more—in one spot. 

 

1. Use the Send To OneNote tool 

The improved Send To OneNote tool makes it easier than ever to clip whatever you’re seeing on your 

screen. Clip a screen shot, send a web page or an entire document to a notebook section, or jot down a 

random Quick Note that is automatically saved and filed as part of your notebook.  

 

In OneNote, press +N to open the Send To OneNote tool. 

Or, click the “Send to OneNote” icon in your taskbar. 

 

 

 

.  

 

 

 

 

 

 

 

 

Do one of the following: 

 To capture a screen shot, tap or click the Screen Clipping tile (or press +S), and then draw a 

rectangle around the area you want to capture. 

 To send a document to OneNote, open the document, and then tap or click the Send to OneNote 

tile. 

 To jot down a Quick Note, tap or click the New Quick Note tile. 
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2. Embed an Excel spreadsheet  

You can attach just about any computer file to any part of your notes, which stores a copy of the file in 

your notebook. You can also create or embed an Excel® spreadsheet or Visio® drawing in a OneNote 

notebook and see content previews from your notebook. If you make a change in Excel or Visio, the 

preview is automatically updated so you can see the information you care about right next to your notes. 

You can also update the data or drawing from OneNote. 

 

Embed an Excel spreadsheet 

 On the Insert tab, tap or click the Spreadsheet button. 

 

 

 In the drop-down menu, do one of the following: 

a. Tap or click Existing Excel Spreadsheet. 

b. Select the spreadsheet you want to insert, and then tap or click Insert. 

c. In the Insert File dialog box, specify whether you want to attach the file or insert it as a 

spreadsheet, chart, or table. 

—OR— 

Tap or click New Excel Spreadsheet. 

a. Tap or click Edit in the spreadsheet graphic in OneNote. 

b. Enter your data in Excel. 

 

NOTE: You can also just copy and paste a document into OneNote. OneNote will prompt you to decide 

whether you want to attach or insert the document. 

 

 

 

3. Create sophisticated tables 

OneNote 2013 has key table features built in. You can sort and move rows and columns. New formatting 

options enable you to do cell shading, so you can create more sophisticated tables. If you want to create 

data visualizations or do more advanced data work, with one tap or click, you can convert a table into an 

embedded Excel spreadsheet.  
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Convert a table into an Excel spreadsheet 

 Select the table in OneNote. 

 

 On the Layout tab, tap or click Convert to Excel Spreadsheet. 

 

 To edit the spreadsheet in Excel, tap or click Edit in the spreadsheet graphic in OneNote. 

 

4. Add online pictures 

With OneNote 2013, you can insert an online picture into a notebook directly from Flickr and other online 

services without saving the picture first to your computer. 

Insert an online picture 

 On the Insert tab, tap or click the Online Pictures button. 

 

 In the Insert Pictures dialog box, select the source for the picture. If you want to insert a picture 

from Flickr, tap or click the button at the bottom of the dialog box. 
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5. ”Save As” is now “Export” 

This feature is not new. It’s just called something different. You can still save OneNote pages, sections or 

Notebooks as .pdf, .docx, or OneNote files (.one, .onepkg) to be shared or sent to other people.  

 

 

 

 

 

 

 

 

 

 

 

 

Sharing 

OneNote 2013 makes it simple to share notebooks stored in the cloud. The easiest way to share is to send 

a link. You can also share notebooks through Outlook® meeting invitations and Lync® online meetings. 

Share a notebook saved on SkyDrive Pro 

 Open the notebook you want to share. 

 Tap or click File, and then tap or click Share. 

 On the left side of the screen, under Share, tap or click Invite People. 

 On the right side of the screen, under Invite People, enter the names or email addresses of the people you want 

to invite, set permissions (view or edit), enter a message (optional), and then tap or click Share. 

 People on your invite list will receive a link to the notebook. 

 You can also share a notebook directly from SkyDrive Pro. Just  

right-click the notebook on SkyDrive Pro, tap or click Copy shortcut, and then send the link and share 

content. 

 

Share notes in a Lync online meeting 

 Open the notebook you want to share. 

 Tap or click File, and then tap or click Share. 

 On the left side of the screen, under Share, tap or click Invite Meeting, and then tap or click Share 

with Meeting on the right side of the screen. 
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 In the Share Notes with an Online Meeting dialog box, pick an existing meeting or tap or click Start 

a new Lync meeting. 

 

 

Share notes in an Outlook meeting invitation 
Integration with Outlook is improved in OneNote 2013. You can connect your notes directly to an Outlook 

meeting invitation. Meeting participants can then tap or click the View meeting notes link in the 

invitation to open the notes.  

When you attach notes to a meeting invitation, OneNote automatically records the meeting date and time, 

the meeting organizer, and the meeting participants. 

To share notes in Outlook: 

 Open the Outlook 2013 Calendar, tap or click the Home tab, and then tap or click New Meeting or 

New Lync Meeting. 

 On the Meeting tab, tap or click Meeting Notes. 

  

 If you want to share the notes with other meeting participants, in the Meeting Notes dialog box, tap 

or click Share notes with the meeting. If you want to just take notes for yourself, tap or click Take 

notes on your own. 
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 In the Choose Notes to Share with Meeting dialog box, pick the notebook and the page in the 

notebook where you want to insert the notes. If the notebook doesn’t exist yet, tap or click New 

Notebook. 

 

 

Take notes in an online Lync meeting 
You can use a single set of notes for all meeting participants when you use OneNote and Lync together. 

Invite attendees, add the presentation or document you’re discussing, and everyone can take notes. 

 In a Lync Conversation window, tap or click the  button. 

 Tap or click ONENOTE at the top of the pop-up window. 

 Tap or click Shared Notes if you want to share notes with other participants or My Notes if you want 

to take notes just for yourself. 
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See who’s collaborating 

With OneNote 2013, you can identify and authenticate other authors more easily with the integrated 

profiles in OneNote. Search for notebook changes and revisions by authors’ names and view all recent 

edits. You’ll see a colored bar next to new or edited text. 

 

Touch 

OneNote 2013 provides support for touch-enabled Windows 8 and Windows 7 computers and devices, so 

you can be productive with or without a keyboard. 

If you want to enlarge the space between buttons on the ribbon to make it easier to select options with 

your fingers, you can use the new Touch/Mouse Mode button. You can add the Touch/Mouse Mode 

button to the Quick Access Toolbar so that you can easily switch back and forth between Touch and Mouse 

modes. 

 

Add the Touch/Mouse Mode button to the Quick Access Toolbar 

 Click the down arrow on the Quick Access Toolbar. 

 

 Tap or click Touch/Mouse Mode to add it to the toolbar. 

 Tap or click the Touch/Mouse Mode button on the Quick Access Toolbar, and then select the mode 

you want. 

 

 Even without switching to Touch mode, by merely touching the screen, OneNote will adapt the user 

interface for touch input. 

 


