OneNote Screen Clipping

The Screen Clipping feature of OneNote is very easy to
use. This is essentially the same thing as taking a picture of
what’s on your screen and storing it in OneNote so you

can add your notations above, below, to the side or right
on top of it.

Click here to know the ways on how to use the Screen
Clipping.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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OneNote Screen Clipping

l.a. From the Insert menu in OneNote click Insert > Screen Clipping
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1.b. Draw a rectangle around the area of the screen you wish to capture.

& http://pjliportal/sites/insider/Pages/Defaultiasp

5 ©]Home 2)QATask ) POBSBE £|POBSFE £]iServe &]iWork 2]HO-Rem [ Kiosk-Testing £ PMIS

Our News. Our People. Our Portal.
“I'he P.J. Lhulllier Intranet

## Home

Home.

HUMAN RESOURCES

BRANCH OPERATIONS

Be the Best in Bacolod

=-SERVICES

ARCHIVE vex az P Lhyillier

CORPORATE SITES
ABOUT US

CLICK HERE TO VIEW FULL ARTICLE

Shining in Star

CLICK HERE TO VIEW FULL ARTICLE

Cebuana Lhuillier flies high with AirAsia

o

T raining Events

A/NBEN AN &

Company Events

There s curertly no gptoming sverts

© Microsoft Office OneNote 2007

Create a screen clipping by dragging a remngle with
your mouse or pen. Click anywhere to cancel.

You can also create a screen clipping by right-clicking
the OneNote icon on the Microsoft Windows taskbar.
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1.c. Once you release the mouse button, the picture is dropped right into your OneNote page.
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2.a. Right-click on the OneNote icon in your Windows System Tray > Create Screen Clipping
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Open New Side Note (Windows+N)

Open OneNote (Windows+ Shift+N)

Start Recording Audio

Create Screen Clipping (Windows+5)
" Options »

Remove OneNote Icon

B @

Customize...

2.b. Draw a rectangle around the area of the screen you wish to capture.
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Create a screen clipping of any region of the screen by
dragging a rectangle with your mouse or pen. Click
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2.c. Once you release the mouse button, the picture is dropped right into your OneNote page.
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3.a. You can also press Windows + S keys on your keyboard to activate the Screen Clipping feature.
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Note that this will only work if you currently have Side Note (T running in your system tray.

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.

ICTP_016_04302013 Page 9 of 9
Productivl.T.y tip 139 _(OneNote) OneNote Screen Clipping_04302013



http://ho-sbsurvey.pjlhuillier.prod/
mailto:ict-process@pjlhuillier.com
http://pjliportal/sites/insider/Publications%20%20Electronic/Forms/AllItems.aspx?RootFolder=%2fsites%2finsider%2fPublications%20%20Electronic%2fIT%20Productivity%20Tips&FolderCTID=&View=%7bF8E129D7%2d257C%2d4266%2d9DF5%2d7132F2106346%7d

