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What is a 
“Note-
taking” 
App?

• Software application available for 
computers, tablets, phones.
•Helps user capture, store and 

organize info in digital form



Why 
Abandon 
Paper and 
Pen?

• Convenience
• No need to pull out paper and pen to jot down info
• Quickly create, edit, delete notes on the go

• Accessibility
• Access your notes from anywhere even without an 

internet connection. 

• Organization
• Easily organize your notes by subject, date or other 

categories.
• Reduce the time to search for information

• Collaboration
• Collaborate on notes with others for group events, 

activities and work.



What 
options do I 
have?



Native 
Options 
Available for 
Windows and 
Mac



Where can I use 
these Notes 
Applications?



Note-taking Features 
Comparison



Scheduling and
To Do List 

Features 
Comparison



What is Evernote?
• Evernote is a productivity software 

company that provides a suite of 
applications and tools for note-
taking, task management, and 
archiving.
• Launched in 2008 (had previously 

existed but limited to Windows)
• Over 2 million users
• Most popular notes app in US
• Integrated with Google Drive, 

Google Mail, Google Calendar,  
Outlook and more
• SYNCs across all platforms



How do I Start?

Plan Options
• Evernote Plan Options

• Evernote Free Option
• Great way to start
• Syncs across 2 devices
• Size limitation for individual files and total files

• Evernote Personal - $8 per month (discounted for annual payment or 
promotion)
• Evernote Professional - $10 per month
• Evernote Teams - $14 per month







Evernote 
Structure

Notes

• Notes are the base structure Some types of 
content that can be added to notes include:
• text
• images
• pdfs
• spreadsheets
• receipts
• presentations
• audio recording



What do I 
File? 

• Receipts
• ID’s
• Book 

Recommendations
• Restaurant 

Recommendations
• TV/Movie 

Recommendations
• Recipes
• Articles of Interest
• Groups/Clubs 
• Event Plans
• Travel Plans and 

Documents
• Decorating Ideas
• Pinterest related
• Doctor info
• Medical info
• Insurance info
• Memberships
• Warranties
• Subscriptions
• Rebates
• Tickets



Evernote Structure

Notebooks

• Notebooks are used in Evernote to store 
notes that have something in common.
• Some examples could include:

oCrafting Ideas
oPictures I want to save
oReceipts Container







MY Typical 
Sources of Info 
for Notes

• Emails
• Warranties
• Bills
• Statements
• Lists

• Webpages
• Shopping pages
• Pinterest
• Etsy
• Houzz
• Newspapers online
• Magazines online

• Contact Cards
• Individual contact 

cards
• Businesses I use
• Art Fair Vendors

• US Mail
• Personal 

Conversations
• Direct Entry
• Take a picture



Getting notes into Evernote

Demo
• Emailed note
•Web Clipped note
• Scanned note
• Screenshot note
• Typed Note



Forwarding to 
Evernote email 
address

Adding @Recipe to send 
it to the Recipe Notebook

Email a Note from 
your Inbox to 
Evernote



It is filed in the Recipes 
Notebook!





Web clipper 
Appears

Notes Clipped from a Webpage

Add the 
Evernote 
Extension



Click  + New and Click Note

OR Complete the Title and 
Notebook before taking the 
photo. 

If not completed, It appears 
like this in your Notes and 
default Notebook and can be 
given a title and notebook

“File” it by Completing the 
information at the top 
including the 
• Title
• Notebook

Click on Camera 
icon to Scan

Scan or Photograph a Note Photo/Scan Note 
from a device



Using the Scan/Photos within the Evernote can be used for:

• Contact/Business Cards
• Filing any type of document
• Photo events/people/invitations/  etc. 
• Receipts
• UNLIMITED possibilities



Creating a Note using a Screenshot Create a name and 
assign it a NotebookClick on  Share box 

and select Evernote 
Screenshot from 
my phone



Add a New Note on a 
Computer

Add a New Note on 
Mobile device

Creating a Simple Text Note



Create a new Note on Mobile Device or Computer 

Templates available to use

Choose Notebook
Choose Title
Start Writing!



Now for 
the FUN!

Search 
Your 
Notes!

Desktop Version
Mobile App  Version



Search found 
them all!

Everywhere it detected 
the word “Artichoke” -
whether handwritten, 
scanned, typed etc.

Searched “Artichoke”



Search 
Features

Evernote Uses OCR -
Optical Character 
Recognition to search 
documents and 
images brought into 
Evernote. 

1.Keyword Search: Most basic search - enter keywords related to 
your note's title or content to find the notes you need.

2.Tag Search: Tags are used to categorize notes and make them 
easier to find. You can search for notes based on specific tags by 
typing "tag:" followed by the tag name. 

3.Notebook Search: Search for notes in a specific notebook by 
typing "notebook:" followed by the name of the notebook.

4.Date Search: Search for notes based on the date they were 
created or updated by typing "created:" or "updated:" followed 
by a date in the YYYY/MM/DD format.

5.Advanced Search: Use advanced search operators to refine 
your search results. For example, you can use "intitle:" to search 
for notes with specific words in the title or "any:" to search for 
notes that contain any of the specified keywords, or () etc.

6.Saved Searches: If you frequently search for the same type of 
notes, you can save your search criteria as a saved search. This 
allows you to quickly access those notes in the future without 
having to perform the search again.



Sharing a Note

Find the Note using 
Search

Click on the “Share” button 

Invite someone to share 
with 
OR click on “Email a copy”



Enter the recipients email 
address or social media address 
and hit
“Send Invitation” or hit Send on 
the email you created.

With the option “Email a Copy” it 
comes directly into the recipient's 
mail in box!



Other things you can do with the note 
by clicking on the 3 dots at the top



LOTS more features and benefits

Too little time….. 
• I didn’t share about all the Formatting 

features
• I didn’t share how you can Markup 

notes
• I haven’t used the Reminders
• I haven’t used the To Do/Task list (YET)
• I haven’t linked it to a calendar
• I haven’t used “Stacks”
• I haven’t used the Collaboration Tools



How do I Start?

Plan Options
• Evernote Plan Options

• Evernote Free Option
• Great way to start
• Syncs across 2 devices
• Size limitation for individual files and total files

• Evernote Personal - $8 per month (discounted for annual payment or 
promotion)
• Evernote Professional - $10 per month
• Evernote Teams - $14 per month



Is it worth $80 per year?

(For Me)


