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Organizing Notebook Tabs 
 

The Notebook Tab is located at the left side portion of the OneNote window. 

 

 
 

By default, this will display all your active notebooks and the recently opened notebooks. 

 

You can reshuffle the arrangement of the notebooks any way you like. 

 

To arrange the Notebook Tab: 

1. Select a notebook and right click the mouse. 

2. Choose MOVE UP or MOVE DOWN. 
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You can also opt to hide notebooks that are no longer in use. 

 

To hide notebooks: 

3. Right click on the Notebook Tab. 
4. Choose CLOSE THIS NOTEBOOK. 
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Organizing Page Tabs 
 

By default, Page Tabs appear on the right side portion of your notebook. You can move these to the left if this is your 

preference. 

 

 
 

To do this: 

1. Go to Tools Menu, choose Options. 
2. In the Display Options, select Page tabs appear on the left. 
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1. Then click Ok.  
2. Your Page Tab will now be located at the left side of the OneNote window. 
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We value your feedback. Please help us improve our ProductivI.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. 

 
 


