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Outlook 2016

Quick Start Guide

New to Outlook 20167 Use this guide to learn the basics.

Customize the ribbon display

Choose whether Outlook should hide ribbon
commands after you use them.

Find whatever you need

Enter a keyword or phrase to look up Outlook
commands, get Help, or search the Web.

Explore the ribbon

See what Outlook can do by clicking the
ribbon tabs and exploring available tools.

Quick Access Toolbar

Keep favorite commands
permanently visible.
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Outlook 2016

Set up your account

You can use Outlook 2016 as soon as you enter your account info. On the ribbon,
click File > Info and then click the Add Account button. Next, sign in with your
preferred email address, or use an account provided by your company or school.

Auto Account Setup
Outiook can automatically configure many email accounts

@E-mail Account

Your Name:
Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com

Password:

Retype Password:
Wpe the passward your Intemet service pravider has given you,

O Manual setup or additional server types

Attach files without searching

Need to attach a picture or a document? Outlook saves you time by keeping a list
of your recently used files. Click the Attach File button while composing a new
message or meeting invitation, and then select the file you want to attach.

File Message Insert Options Format Text

o m 2 B2

Attach Outlook Business Calendar Signature  Table  Pictures
Filer ltem (Card~ - -

Recent Items

ek Sales numbers
Ch\Users\Desktop

a—| Supportand FAQ
m& contoso83.sharepoint.com

7= Browse Web Locations

Browse This PC...
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Set up an Outlook group

If you're running Outlook as part of an eligible Office 365 subscription, you can use
Groups instead of distribution lists to more effectively communicate and collabo-
rate with members of a team or an organization.

Home
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7 Clean Up~
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=
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E] E-mail Message

To create a new group in Outlook 2016,
click the Home tab, and then click New
Items > Group.

If you don't see this as an option on this
menu, contact the administrator of your

[E Appointment Microsoft Office 365 subscription for

[ Meeting more information.

4% Group

B Contact From the Inbox of any of your Groups,

2 Tack you and the other members can start or

join a conversation, create or confirm
team events, see a list of members, and
get notifications about interactions on
any of your shared posts.

E-rnail Message Using »
More [tems 3

&y Skype Meeting

To join an existing group, start by searching for its name. On the Home tab of the
Outlook application window, enter a keyword or phrase into the Search People
box, and then click to select the group you want to join.
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Outlook is more than just email

Easily switch between Mail, Calendar, People, and more.

Easy to use Calendar tools and commands Switch your point of view Look someone up before scheduling Sunshine required?
In Calendar view, the ribbon displays everything you Click to see how busy your Type a name and search to verify someone’s Glance at the weather forecast to make sure
need to manage every day, week, month, and year. days, weeks, and months are. contact info before setting up a meeting. your meeting or event won't be rained out.
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Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Outlook features and commands you're looking for,
to discover Help content, or to get more information online.

Q@ sort messages|

7| ReverseSort

Show as Conversations

El Arrangement Options »
2] Show All Folders Ato Z
= Clean Up »

e Get Help on "sort messages”

Smart Lockup on "sort messages”

Get other Quick Start Guides

Outlook 2016 is just one of the newly designed apps in Office 2016. To download
our free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Look up relevant information

With Smart Lookup, Outlook searches the Internet for relevant information to
define words, phrases, and concepts. Search results shown on the task pane can
provide useful context to information you need to share with other people.

Review @ Bed
@ GetHelp on "Bec”

O Smart Lookup on "Bec” Smart Lookup X

Explore Define

Explore Wikipedia

Blind carbon copy - Wikipedia, the fre
Blind carbon copy (abbreviated Bec) allows
the sender of a message to conceal the

person entered in the Bec: field from the ...

BCC - Wikipedia, the free encyclopedi
This disambiguation page lists articles
associated with the title BCC. If an internal
link led you here, you may wish to chanc ...

Next steps with Outlook

See what's new in Office 2016
Explore the new and improved features in Outlook 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that Outlook 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love Outlook 2016? Got an idea for improvement to share with us? On the File
menu, click Feedback and then follow the prompts to send your suggestions
directly to the Outlook product team. Thank you!



Word 2016

Quick Start Guide

New to Word 20167 Use this guide to learn the basics.

Find whatever you need

Look up Word commands,
get Help, or search the Web.

Discover contextual commands

Select tables, pictures, or other objects
in a document to reveal additional tabs.

Explore the ribbon

See what Word can do by clicking the
ribbon tabs and exploring available tools.

Quick Access Toolbar

Keep favorite commands
permanently visible.

] Office

Share your work with others

Invite other people to view and
edit cloud-based documents.
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Status bar shortcuts

Click any status bar indicator to
navigate your document, view word
count statistics, or check your spelling.

I—. Page1of4 Twoards [[2

Microsoft

ot

Change your view
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use the zoom slider to magnify
the page display to your liking.
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Word 2016

Create something

Begin with a Blank document to get right to work. Or save yourself a bunch of

time by selecting and then customizing a template that resembles what you need.

Click File > New, and then select or search for the template you want.

New

Search for online templates

Suggested searches: Business  Personal Industry Print DesignSets Education  Event

O

Take a
tour

Blank document Welcome to Word Resume

Stay connected

Need to work on the go and across different devices? Click File > Account to sign
in and access your recently used files anywhere, on any device, through seamless
integration between Office, OneDrive, OneDrive for Business, and SharePoint.

Account Connected Services: )
fﬂ Office Updates
Options & OneDrive B Updates are downloaded
Update
Options ~
(it B sworcroint
9 About Word
Lean mor st o
s About
D torage T
£ Store your documentsin the cloud and get  »
4o them from almost anywhere,
FF‘ Other Sites
D Sign in with your Microsoft account to insert »

images and videos from your fovarite sites.
Office Store

O Sign in with your Microsoft accounttouse *
apps from the Office Store,

] Office

Find recent files

Whether you only work with files stored on your PC's local hard drive or you roam
across various cloud services, clicking File > Open takes you to your recently used
documents and any files that you may have pinned to your list.

Document.docx
() recen
Documentdocx
¢& OneDrive | D
Documents
s Document.doex
@5 other Web Locations Documen
= Documentdocx
B msec e
== Addaplace
Browse

Discover contextual tools

You can make contextual ribbon commands available by selecting relevant objects
in your document. For example, clicking within a table displays the Table Tools tab,
which offers additional options for the Design and Layout of your tables.

Tabl 3 Document - Word
View Design

T

Q@ Tell me what you want to do...

I | | | | | E:DHeight: % | Hf pistribute Rows
Merge Split  Split  AutoFit ﬁWidth: : EErDistributeColumns

Cells Cells Table - T
Merge Cell Size P}
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Share your work with others

To invite others to view or edit your documents in the cloud, click the Share button
in the top right corner of the app window. In the Share pane that opens, you can
get a sharing link or send invitations to the people you select.

Share Vs
Invite people
Malorie Potwin [3
Canedit =

Malorie, please have a look at these latest changes.
Need your feedback by the end of this week!

Katie Jordan Share

5 ﬁ’ Owner

Send as attachment
Get a sharing link

Review and track changes

Whether you just want to check spelling, keep your word count in check, or fully
collaborate with other people, the Review tab unveils essential commands to track,
discuss, and manage all of the changes made to your documents.

Document - Waord

View Q Tell me what you want to do...
1“7 Ink Comment E‘j‘ LA Simple Markup  ~ €' Previous
Pen *z Bl Show Markup - ] ':a Mext
Track Accept Reject
Eraser Changes ~ Reviewing Pane - - -
Tracking P Changes

] Office

See who else is typing

Co-authoring Word documents that are shared on OneDrive or on a SharePoint
site happens in real-time, which means you can easily see where other authors are
making changes in the same document that you're currently working in.

File Home Insert Design Layout References Mailings Review View

The Contoso PK-388 is already living up to its reputation for ease of use and power. Industry
testing results have been impressive, and critics are echoing those results with their own praise.

As the infographic below shows, according to industry testing, the Contoso |PK-388 leads the way.
Likewise, critics are excited by the PK-388 in terms of product quality, overall design, and feature set.

Format documents with style

The Styles pane lets you visually create, apply, and review the formatting styles in
your current document. To open it, click the Home tab, and then click the small
arrow in the lower right corner of the Styles gallery.

P Find -
AaBbCcDi
E’Ec Replace
Book Title = [} Select ~
@ Editing rs
Styles T
Clear All
Mormal 1T|

Mo Spacing T
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Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Word features and commands you're looking for,
to discover Help content, or to get more information online.

Print Preview and Print

Preview and Print b
Print

Display and Printing Options
Print Layout

Get Help on "print”

B O M &P

Smart Lookup on "print"

Get other Quick Start Guides

Word 2016 is just one of the newly designed apps in Office 2016. To download our
free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Look up relevant information

With Smart Lookup, Word searches the Internet for relevant information to define
words, phrases, and concepts. Search results shown on the task pane can provide
useful context for the ideas you've outlined in your documents.

Review  View  Q infographic

@ Get Help on "infographic”

£ Smart Lookup on "infographic” Smart Locokup v
Explore Define
e ~
The Contoso PK-388 is already living up to its |NFC’ GHAP -| []?

testing results have been impressive, and crit

AN INOGRIPH :

As the infographic below shows, according to | @
ols)

Likewise, critics are excited by the PK-388int e &

Infographic
Information graphics or infographics are
graphic visual representations of

Next steps with Word

See what's new in Office 2016
Explore the new and improved features in Word 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that Word 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love Word 2016? Got an idea for improvement to share with us? On the File menu,
click Feedback and then follow the prompts to send your suggestions directly to
the Word product team. Thank you!



Excel 2016

Quick Start Guide

New to Excel 20167 Use this guide to learn the basics.

Quick Access Toolbar

Keep favorite commands
permanently visible.

Explore the ribbon

See what Excel can do by clicking the
ribbon tabs and exploring available tools.

Discover contextual commands

Select tables, charts, or other objects
in a workbook to reveal additional tabs.

Find whatever you need

Look up Excel commands,
get Help, or search the Web.

] Office

Share your work with others

Invite other people to view and
edit cloud-based workbooks.

H -2- &- -+ Chart Toals Excel = [u] x
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Paste o Formatpainter | B 1 U | EH- | O-A- === Merge & Center = $ - 9% | G Fiﬂﬂﬂﬂ?&;ﬂgﬂ‘_ thslltjs Good Neutral Insert Delete Format | o @ re
Clipboard ] Font ] Alignment [P} Number [F] Styles Cells Editing -~
Cash Flow... ™ F3 .
A B C D E F G H | J K L M Q P Q R 5 v N[+
|
; Insert and edit functions Customize charts Show or hide the ribbon
Use the formula bar to view or Select a chart to quickly add, Click the pin icon to keep the
a edit the selected cell or to insert change, or remove any existing ribbon displayed, or hide it
functions into your formulas. chart elements and formatting. again by clicking the arrow.
3
4
5 march income: march expenses: march cash flow:
J| 52,425 \ $2,233 ‘ $192
g ® financial aid mroom & board
8 wages (after-tax) tuition & fees
190 family help books & supplies
1 from savings transportation
12 = gther = discretionary
17 mother expenses Change your view
Switch or create sheets Click the status bar buttons to
Click the sheet tabs to switch . switch between.wew options, or
between workbook sheets or o P use the zoom slider to magmfy
to create new ones. - o the sheet display to your liking.
Y
22|
- < > -
Monthly College Budget | Previous Year @ 4 3
Ready

Microsoft

1 + 100%
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Create something

Begin with a Blank workbook to get right to work. Or save yourself a bunch of

time by selecting and then customizing a template that resembles what you need.

Click File > New, and then select or search for the template you want.

Search for online templates o
Suggested searches:  Business  Personal Industry  Small Business  Calculator  Finance - Accounting  Lists
A B C Monthly
3 |:! College Budget
E >
3 .45 49 s223
. Take a {
5 \
6 tour
1

Monthly college budget

Stay connected

Need to work on the go and across different devices? Click File > Account to sign
in and access your recently used files anywhere, on any device, through seamless
integration between Office, OneDrive, OneDrive for Business, and SharePoint.

Account Connected Services: .
3| Office Updates
Options & OneDrive (3 Updates are downloaded
Update
Options
Feedback @ SharePoint
0 About Excel
About
Storage Excel
&> Store your documents in the cloud and get  *
to them from almost anywhere.
’F‘ Other Sites.
%2> Sign in with your Microsoft account to insert

images and videos from your favorite sites.

Office Stare
@ Sign in with your Microsoft account to use ~ *
apps from the Office Store.

] Office

Find recent files

Whether you only work with files stored on your PC's local hard drive or you roam
across various cloud services, clicking File > Open takes you to your recently used
workbooks and any files that you may have pinned to your list.

© Workoookxisx

Recent Documents
Workbookxlsx
Documents

#& OneDrive Workbookxlsx
Documents

ey

(50 Other Web Locations Workbookxisx
Documents.

T Workbookxlsx

B mer

+ Add a Place

Browse

Discover contextual tools

Select relevant objects in your workbook to make contextual commands available.

For example, clicking a chart element displays the Chart Tools tab with options for
the Design and Format of a selected chart.

Chart Ti

View Inguire

4|

Chart Styles
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Share your work with others

To invite others to view or edit your workbooks in the cloud, click the Share button
in the top right corner of the app window. In the Share pane that opens, you can
get a sharing link or send invitations to the people you select.

Share V&
Invite people

Malorie Potwin EE
Canedit =

Malorie, please have a look at these Iatest changes.
Meed your feedback by the end of this week!

A Katie Jordan Share

Owner

Send as attachment
Get a sharing link

Manage data with Excel tables

You can choose to format any range of cells in your current workbook as an Excel
table. Excel tables let you analyze and easily manage a group of related data
independently from the other rows and columns in your workbook.

Home Inventory

Itemn Area ﬂ Model ﬂ ID Number ﬂ Purchased ﬂ Price n Value ﬂ
1 Living Room Manufacturer 1 33XCBH3 5/2/2015 52,000.00 - 52,000.00
2 Home Office Manufacturer 2 55-578B 11/6/2014 $1,500.00 . 51,000.00
3 Living Room Manufacturer 3 TBG555-13 3/15/2012 5560.00 I 5550.00
4 Dining Room Manufacturer 4 TBEO8T 6/1/2015 $240.00 I 5200.00
5 Family Room Manufacturer 5 BO-IBNR 8/19/2015 5300.00 I 5290.00

(310 L3 INVENTORY ITEMS: 5 $4,600.00 $4,040.00

] Office

Insert functions, build formulas

On the Formulas tab, click Insert Function to display the Insert Function dialog
box. Here, you can search for and insert functions, look up the correct syntax, and
even get in-depth Help about how your selected functions work.

File Home Insert Page Layout Farmulas Data Review View Inquire

=,

A2 ERIEBEEHRCERIE B S

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More MName
Function = Used ~ < < = Time~ Reference~ Trig~ Functions~ Manager

Function Library

Insert Function ? x

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a category: | Most Recently Used ~

Select a function:

5UM ~
IF

HYPERLIME

COUNT

MAX

5IN v

AVERAGE(numberi,number2,...)

Returns the average (arithmetic mean] of its arguments, which can be
numbers or names, arrays, or references that contain numbers.

Help on this function
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Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Excel features and commands you're looking for,
to discover Help content, or to get more information online.

11 Create Chart
11 Insert Column or Bar Chart 4
s Insert Statistic Chart »

y_'}{i: Insert Line or Area Chart 4
|-% Insert Scatter (X, V) or Bubble ... »

e Get Help on "chart”
Jo)

Smart Lookup on "chart”

Get other Quick Start Guides

Excel 2016 is just one of the newly designed apps in Office 2016. To download our
free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Look up relevant information

With Smart Lookup, Excel searches the Internet for relevant information to define
words, phrases, and concepts. Search results shown on the task pane can provide
useful context for the data and information in your workbooks.

@ inventory

Review View

@ Get Help on "inventory”

O Smart Lookup on “inventory” Smart Lookup T
M e g E & Explore Define
Explore Wikipedia ~

Inventory - Wikipedia, the free encycl
Inventory or stock refers to the goods and
materials include that a business holds for

the ultimate purpose of resale (or repair ...

Bing image search

Next steps with Excel

See what's new in Office 2016
Explore the new and improved features in Excel 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that Excel 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love Excel 2016? Got an idea for improvement to share with us? On the File menu,
click Feedback and then follow the prompts to send your suggestions directly to
the Excel product team. Thank you!



PowerPoint 2016

Quick Start Guide

New to PowerPoint 20167 Use this guide to lea

Explore the ribbon

See what PowerPoint can do by clicking the
ribbon tabs and exploring available tools.

Quick Access Toolbar

Keep favorite commands
permanently visible.

H - ¢ B &- -

rn the basics.

Discover contextual commands

Select text, pictures, or other objects in
a presentation to reveal additional tabs.

PowerPoint

Format o Q Tell me what you want to do...

Find whatever you need

Look up PowerPoint commands,
get Help, or search the Web.

] Office

Share your work with others

Invite other people to view and
edit cloud-based presentations.

- O x

Sign in ,q_ Share
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Navigate and organize
Click a slide thumbnail to
switch to it or drag a slide to
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Add notes and comments 3
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your deck and keep important
facts handy while presenting.

Click to add notes
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Rotate objects in place

Freely control the placement
of text boxes, pictures, and
other selected objects.
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Show or hide the ribbon
Click the pin icon to keep the
ribbon displayed, or hide it
again by clicking the arrow.

Start the show

Click here to present from the
current slide, or click the Slide
Show tab on the ribbon.

Change your view

Click the status bar buttons to
switch between views, or use
the zoom slider to magnify the
slide display to your liking.
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PowerPoint 2016

Create something

Begin with a Blank Presentation to get right to work. Or save yourself a bunch of
time by selecting and then customizing a template that resembles what you need.
Click File > New, and then select or search for the template you want.

New

Search for online templates and themes o

Suggested searches: Presentations  Business  Orientation  4:3  Education  Blue  Personal

ION

Blank Presentation

Wo0D TYPE

] e

Account Depth

Stay connected

Need to work on the go and across different devices? Click File > Account to sign
in and access your recently used files anywhere, on any device, through seamless
integration between Office, OneDrive, OneDrive for Business, and SharePoint.

Account Connected Services: N
X] Office Updates
Options & OneDrive B Updates are downloaded
Update
Options ~
Feedback @ SharePoint
0 About PowerPoint
About
D Storage PowerPoint
&> Store your documents in the cloud and get  *

to them from almost anywhere.

rrm Other Sites
1655 Sign in with your Microsoft account to insert *

images and videos from your favorite sites,

Office Stare
@ Sign in with your Microsoft account to use ~ *
apps from the Office Store.

] Office

Find recent files

Whether you only work with files stored on your PC's local hard drive or you roam
across various cloud services, clicking File > Open takes you to your recently used
presentations and any files that you may have pinned to your list.

L Presentationpptx
(D) Recent | Dromen

L Presentation.pptx
&& OneDrive Presentation.pptx

L Documents:
o y Ly Presentation.pptx
&
(5 other Web Locations | Presentati
= L Presentation.pptx
0 s R
+ Add a Place

Browse

Account

Share your work with others

To invite others to view or edit your presentations in the cloud, click the Share
button in the top right corner of the app window. In the Share pane that opens,
you can get a sharing link or send invitations to the people you select.

Share v &
Invite people

Malorie Potwin [EE
Canedit ~

Malorie, please have a look at these latest changes.
Meed your feedback by the end of this week!

. Sh
FS&4 Katie Jordan are
j’ Owner

Send as attachment
Get a sharing link




PowerPoint 2016

Get inspired while you work

Pressed for time or feeling uninspired? Let PowerPoint create great-looking slides
for you based on the content you've added. Insert or paste an image on your
current slide and then click your preferred layout in the Design Ideas task pane.

Design Ideas  + %

i

Wall street

A brief introduction to the history of Wall Street

Format shapes with precision

Precisely format a selected picture, shape, or object with the comprehensive tools
available in the Format Shape task pane. To display it, click the Home tab, and
then click the small arrow in the lower right corner of the Drawing ribbon group.

2 Shape Fill - 2 Find
L# Shape Outline ~ EE,; Replace ~
(D Shape Effects - [3 Select~

Drrawing @ Editing

Format Shape N
Shape Options  Text Options

A A A

] Office

Morph images and objects

PowerPoint 2016 introduces Morph, a new cinematic effect that creates smooth,
animated transitions by tracking and moving images and other objects across
multiple slides in your presentation.

Transitions Animations Slide Show Review View
: : .-I .._1'«_ N
MNone Marph Cut Fade Push - [FHffect
Options =

Transition to This Slide

Create a new slide and then add any text
and pictures or objects that you want.

This first slide indicates the placement of
objects at the beginning of the transition.

Next, right-click the slide thumbnail and
click Duplicate Slide.

On the copied slide, move and resize any
of the text, pictures, or objects as needed.
For example, you can make an item stand
out by increasing its size, or you can line
things up and add descriptions. This
second slide indicates the placement of
objects at the end of the transition.

To apply the effect, select both slide thumbnails, click the Transitions ribbon tab,
and then click Morph. PowerPoint tracks the objects found on both slides and then
animates their size and position when the effect is viewed.

To preview the effect, click Preview on the Transitions ribbon tab. If you want to
customize the effect, click the Effect Options button on the Transitions tab.



PowerPoint 2016

Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the PowerPoint features and commands you're looking
for, to discover Help content, or to get more information online.

Q@ background|

@ Background Styles »

Hide Background Graphics
Format Background

Theme Effects 3
Options

Get Help on "background”

P®FOE

Smart Lookup on "background”

Get other Quick Start Guides

PowerPoint 2016 is just one of the newly designed apps in Office 2016. To download
our free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Look up relevant information

With Smart Lookup, PowerPoint searches the Internet for relevant information to
define words, phrases, and concepts. Search results shown on the task pane can
provide useful context for the ideas you're sharing in your presentations.

Review  View @ logo|

@ GetHelp on "loge”

O Smart Lookup on *logo” Smart Lookup RS
3 ' 4 ! 5 ! & [ Explore Define
Explore Wikipedia A

[ Logo - Wikipedia, the free
=3 A logo (abbreviation of
I{&. logotype, [1] from Greek:
e Aoyocg logos "word”and ...

Logo (programming langu
Logo is an educaticnal
programming language,
designed in 1967 by Daniel ...

More

Next steps with PowerPoint

See what's new in Office 2016
Explore the new and improved features in PowerPoint 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that PowerPoint 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love PowerPoint 2016? Got an idea for improvement to share with us? On the
File menu, click Feedback and then follow the prompts to send your suggestions
directly to the PowerPoint product team. Thank you!



OneNote 2016 ] Office

Quick Start Guide

New to OneNote 20167 Use this guide to learn the basics.

Quick Access Toolbar Explore the ribbon Discover contextual commands Get help with OneNote Share your notes with others
Keep favorite commands See what OneNote can do by clicking the Select any part of a table or an inserted Click the question mark icon to Give other people permission to
permanently visible. ribbon tabs and exploring available tools. recording to reveal additional tabs. learn how to use OneNote. view or edit your notebooks.
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AELTIM nset  Draw  History  Review  View Layout
oy Y cut SegoelUl |31 [ = % Heading 1 Te Do (Ctrl-1) EQ > & ’-"?_1‘]
B - 1 Cirl+2) -
o B I Uakx,- ¥-A- =-|X Heading 2 il P mportant (Ctr 2) — ToDo Find Outlook Email  Meeting
- ¥ Format Painter = B - 7| ||?_Question (Ctr+5) " Tag Tags Tasks- Page  Details~
Clipboard Basic Text Styles Tags Email = Meetings ”~
Notebooks ¥ TravelPlanning  ShoppingLists  Quick Motes 4 Search (CHil-F) @y P
My Notebook - . ? 2 () Add Page
Travel Planning Hotel & Flight Info Notebook Sections :
Shopping Lists . . Hotel & Flight Info .
Quick Notes Click these tabs to switch Packing List Control the ribbon
between sections in the Sightsesing Click the pin icon to keep
' current notebook. Passport Scans i i
+ Transportation A the n.bbon.dlspla){ed., or
® ® hide it again by clicking
. * Arrive at airport at 6:00 AM
Notebooks List + Plane departs at 8:00 AM — Gate B1 the arrow.
. ¢ Plane lands at 2:00 PM local time
Click the notebook name to
switch between notebooks or
click the pin icon to keep the ﬁ Reservation Resize Note Containers
N k n n. A A
otebooks RAECRC * Reservations for the 12th through 16th Drag the edge to make notes InStantIy find everythlng
¢ Ask for view upgrade B .
o Ask about cost for 1-2 day extension fit the page or C.irag the entire Search the current page or a”
frame to move it elsewhere. notebooks at once and navi-
gate the results with ease.
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thele t orar ote tq se_ect ° Type anywhere on a page Notebook Pages
move it, or right-click it for , ) . i
more options OneNote’s flexible canvas Click these tabs to switch
isn't constrained in the ways between pages in the
that other apps are. current notebook section.

m—} Quick Motes

Microsoft



OneNote 2016

Access your notes anywhere

What good are notes, plans, and ideas if they're trapped on a hard drive? Keep your
notebooks available to you by signing in with your free Microsoft account when
you first start OneNote on your PC. There’s even a free OneNote app for all of your
preferred devices to stay in sync wherever you go.

Don't worry about saving

OneNote automatically saves all of your changes as you work — so you never have
to. Even when you close the app or your PC goes to sleep, your notes are always
saved, so you can continue right where you left off. To see when OneNote last
synced your changes, click File > Info > View Sync Status.

Notebook Information

My Notebook @
Settings Ci\Users\Dacuments\ QneNote Notebaaks\My Notebock ViewSyme Open
- [&¥Share on Web or Network View Notebook Status Backups.

] Office

Never run out of paper

OneNote doesn't have any of the limitations of a traditional paper notebook. When
you run out of room, you can just make more.

To create a new page in the current section, click the (+) Add Page button at the
top of the page tabs column. You can also right-click any page tab and then click
New Page, or press Ctrl+N on your keyboard.

To create a new section in the current notebook, click the small tab with the plus
sign [+] to the right of the section tab bar, or right-click any section tab and then
click New Section.

When you first launch OneNote, a default notebook with a Quick Notes section is
created for you, but you can easily create any number of additional notebooks for
the subjects and projects you want by clicking File > New.

New Notebook

(& OneDrive El:l This PC
Notebook Name:
EI:' This PC Class Notebook]
s AddaPiace
Create
Browse Notebaok

Account Create in a different folder

Optians

Feedback

You can create new notebooks on your local hard drive, or you can store them on
your free OneDrive account so your notes are always accessible on all your devices.
The choice is yours!
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lag important notes

The Tags gallery on the Home tab lets you visually prioritize or categorize selected
notes. Tagged notes are marked with icons that prompt you to follow up on your
important action items or to check off completed tasks on your to-do lists.

>@Lﬂ‘|¢

Tags EQ I__.I

To Do (Ctri+1) ToDo Find Outlook Email | Meeting
Important (Ctrl+2) Tag Tags Tasks~ Page  Details -

7 Question (Ctrl+3) Email | Meetings

Remember for later (

Definition (Ctrl+5)

Highlight {Ctrl+8)

Contact (Ctrl+7)

Address (Ctrl+8) -

B[N

&

LCustomize Tags...

Create wiki-style hyperlinks

Turn your notebook into a functional wiki by creating links to specific sections or
pages. Right-click the tab of the section or page that the link should point to. Next,
click Copy Link to Section or Copy Link to Page, and then paste the link wherever
you want it.

(+) Add Page
Hotel & Fight Info
Packing List
Sinhtcesina

=[ Rename

Delete

% Cut

By Copy

‘D Paste

DB Copy Link to Page

[& Move or Copy... (Ctrl+Alt+M)

] Office

Organize information in tables

Whenever a spreadsheet is overkill, use simple OneNote tables to make sense of
information. Start on a new line of text by typing a word, phrase, or number, and
then press the Tab key to create the next column. Press Enter to create a new row.
Alternately, you can click Insert > Table on the ribbon to draw a table.

Once your table is created and selected, use the commands on the Table Tools tab
on the ribbon, or right-click any part of your table for the same Table options.

15>}

Home Insert Draw History View

AR Y x BEEE

Select Select Select  Delete Delete Delete | Insert Insert Insert Insert
Columns Rows  Cell Table Columns Rows = Above Below Left Right

Select Delete Insert

Copy text from pictures

OneNote can recognize text in pictures. On any page, insert a picture containing
legible text (for example, a cell phone photo of a receipt), right-click the picture,
click Copy Text from Picture, and then paste the copied text where you want it.

&% Cut
By Copy
Copy Tet from Picture

& Link.. (Ctri+K)
[} Copy Linkto Paragraph

Make Text in Image Searchable »




OneNote 2016

Share notes with other people

In OneNote, your cloud-based notebooks remain private unless you choose to
invite other people to view or edit information in the current notebook. To begin

collaborating with others, click File > Share, and then choose what you want to do.

Share Notebook

Share Share with People

Type names or email addresses

&%  Share with People

LB share with Meeting
=]

[R Move Notebook

Get other Quick Start Guides

OneNote 2016 is just one of the newly designed apps in Office 2016. To download
our free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Get help with OneNote

Near the top right of the ribbon, click the ? icon to open the OneNote 2016 Help
window, where you can enter keywords or phrases to look for assistance with
OneNote features, commands, and tasks.

OneNote 2016 Help
©@eae A

Search e

Need assistance?

Use the search box to tell us what you're looking for
and we'll do our best to find an answer.

Next steps with OneNote

See what's new in Office 2016
Explore the new and improved features in OneNote 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that OneNote 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love OneNote 2016? Got an idea for improvement to share with us? On the File
menu, click Feedback and then follow the prompts to send your suggestions
directly to the OneNote product team. Thank you!
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