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OneNote in Teams
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OneNote in 
SharePoint @chambernate | #KCM365UG



WHAT IS CHANGING
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The basics

The Win10 version originally came about 
because Office couldn’t support some of 
the more advanced and cloud-based 
technologies it can today. Now that it can, 
there’s no need for a separate app outside 
the Office suite.

OneNote for Windows 10 is being 
absorbed by OneNote (desktop version 
previously known as OneNote 2016, 2021, 
etc.) in the second half of 2022.



2022 
Changes

Target: 2ND half of 2022

Visual refresh (already launched with other 
Office app refreshes)

OneNote will begin absorbing unique Win10 
version features

Win10 version users can continue using 
normally – you’ll get an invite someday to help 
you migrate over



FAQs

Can I get OneNote (non-Win10 version) if I don’t have it installed?
Download from https://www.onenote.com/download

Do I need to do anything if I’m already using OneNote?
Nope – you’ll have a smooth transition into all upcoming changes

Should I uninstall Win10 version?
Nope – good to keep on hand for double-checking content 
accuracy until no longer needed

Which features are going to be incorporated from the Win10 
version?

This will be announced at a later date

Can I still use local notebooks?
Yes, with OneNote (non-Win10)

Will features be removed from OneNote (non-Win10)?
Nope

How do I change my default OneNote app?
Check out Change the default version of OneNote on your 
computer (microsoft.com)

https://www.onenote.com/download
https://support.microsoft.com/en-us/office/change-the-default-version-of-onenote-on-your-computer-f261140c-5ce8-4cf4-ad0b-c9e1cb953831


ONENOTE 
TIPS AND TRICKS
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DON’T MISS A WORD
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DON’T MISS A WORD
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DICTATION (Web and Mobile)



LOG ACTIVITY WITH EASE

Alt + Shift + F



MORE SPACE



IMAGE TO TEXT



SEARCH TEXT IN IMAGE
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DELETE AND RESTORE



OUTLOOK TASKS (Desktop)
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LOOK 
PROFESSIONAL
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PAGE TEMPLATES (Desktop)



OUTLOOK MEETINGS (Web)
*There is a 
desktop 
equivalent of 
this if you use 
Outlook 
Desktop.



TAGS
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ORGANIZE



MAXIMIZE AND 
CUSTOMIZE
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DARK MODE



TAGS



DOCK



PAGE TITLES OPTIONAL
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PAGE TITLES OPTIONAL

You can add a
title again
but cannot restore
the deleted title
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DISTRACTION-FREE



MAKE IT YOURS
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SHORTCUTS
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+ =K

Create a fancy hyperlink
In OneNote 2016, you can link to another
page or section this way as well

Ctrl
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+ =N New Page in current sectionCtrl



+ =1 Apply heading style to lineCtrl Alt + 2
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+ =F Find on PAGECtrl

+ =E Find from anywhereCtrl
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+ =M New WindowCtrl



+ =BackspaceCtrl Delete word(s) to the left

+ = Delete word(s) to the rightCtrl Delete
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+ = Add bullet formatting at current line
End/remove bullets at current line
(double-“Enter” after last bullet also ends list)

Ctrl
.
>

Note: Typing “*” and space will also 
start a bulleted list but will not end one @chambernate | #KCM365UG



+ =
Start/add or stop/remove numbering
Quick way to consolidate two lines
under a single number

Ctrl
/
?

So a quick way to switch mid-typing 
from numbers to bullets is Ctrl+. Or Ctrl+/ @chambernate | #KCM365UG



+ =ShiftCtrl View rule lines+ R



MORE SHORTCUTS
http://tiny.cc/onenotecuts
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BONUS
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Web Clipper Extension
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