
Overview of Evernote and Getting your Account Started 
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Evernote is an easy way to remember your daily to-do lists, you memories or just your daily 
reminders. Evernote allows you to store everything you want to remember in your account. It’s 
then synced across all your devices, from your smartphone to computer to tablets. This makes it 
easier to capture, browse edit or search your notes from anywhere. 

This guide serves as an overview and introduction to using Evernote the how to get your 
account set up.  

What is Evernote 

With Evernote you can create lists, reminders, images, web pages and much more.  Evernote is 
a free application that allows you to capture all your ideas and experiences and access them 
from anywhere.  You can make a note to remind you of something, record audio or capture a 
video. 

You can use it to stay more organized. Or design and manage all your projects. Use Evernote to 
plan a trip. You can capture a moment you want to remember and easily find it later.  

Evernote Premium 

Although the basic Evernote system is free, there is an option to upgrade to a premium account 
for more storage space.  For a few dollars a month or a small annual fee, you can get 1 GB of 
upload space each month. You can then store more notes, photos and files. 
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With the premium account, you can search smarter.  With the upgrade, searching inside PDFs 
or other attached documents is easier. There is also the Related Notes feature that allows you 
to see your previous relevant notes while you create or view the new ones.  



Premium loads notes faster on your mobile devices. And with the PinLock you get peace of 
mind with an added layer of protection on your mobile devices. 

 Terms to know 

 Here are a few terms you need to know 

Note:  A single item stored in Evernote. 

Notebook: A container for notes, where your notes are stored. 

Sync: This is the process of how your Evernote notes are kept up to date across all of your 
devices, including computers, phones and the Web. 

Account: This is simply the username and password you need so Evernote can identify your 
notes and make them available to you anywhere. 

Install Evernote  

First you need to download the installation software. Open your web browser to the Evernote 
web site, http://evernote.com/.  Evernote will detect the type of device you are using. So if you 
have a Mac or a PC you will be installing the right software for you device. 

To download, click the “Get Evernote for Windows” button – or the dropdown arrow to change 
the device.  
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For PC’s download the setup executable file. When the download finishes, double-click the file 
to launch the setup program. Click finish when the setup is complete. 

 For Macs, click on the link to install. 

To launch Evernote, click on the Evernote icon.   

Log in to your account if you have already registered by entering your username and password. 
If you haven’t registered for an account, go to the “Get a free account now” button. 
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This link opens a new window so you can put your information in and choose a username and 
password.  Go ahead & click the Register button when you are done. Your account is now 
created and you can immediately login. 
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Creating Your First Note 

The most common form of content saved in Evernote is simple text. It can be as simple as a 
note to yourself or a part of a web page or email you want to remember.  Here is how you create 
your first note with this type of content. 

At the top of the main Evernote page is a button labeled “New Note”. Click this.  
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Evernote creates the new note with the cursor in the body of that note. Title it with whatever you 
like. Now you need to click anywhere in the main part of the note.  Go ahead and begin typing 
here. You can change the style of the text font, increase or decrease the size of the font or even 
change the color while working on your note.  There are options for bold, italicize or underline 
the text as well. 

When you finish, Evernote automatically saves and synchronizes the new note to Evernote on 
the web. Your note can then be accessed from any device you have Evernote installed. 
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Understanding Evernote Sync 

Evernote’s true power is in its synchronization ability. By synchronizing your notes to the 
Evernote on the Web, you are able to create and find your stuff on any web browser, mobile 
phone or any computer.  

So basically, when you clip a recipe from the web on to your Mac, you can read it on your 
iPhone when you go the grocery story to get ingredients. That same recipe can be accessed 
from a friend’s Windows PC. Evernote on the web is continually updating all your devices with 
the most current versions of your notes. 

Evernote automatically synchronizes your information every few minutes. If you want however, 
you can sync manually anytime by clicking the “Sync” button. 

Reminders 



Reminders let you keep track of your time-sensitive notes. 

A reminder can be set for any note by clicking the Reminder icon on that note.  You can also set 
a due date with the date picker. 
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Reminders will appear in your To-do list located at the top of your NoteList. You can sort them, 
put them in order, and edit them and much more. 

That’s the basics of installing Evernote onto your devices. Within the Evernote website you will 
find more information on using Evernote for different devices in the Knowledgebase section. 
Evernote is the perfect way to get and stay organized using any device anywhere you are.  
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How to Create, Manage and Organize your Notebooks 

!
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Evernote is a great time saving way to keep your to-do lists, notes, web shots and images all 
together. But it won’t do you any good if it’s unorganized. Notebooks are the most common way 
users organize notes. They can be used to separate them by locations, purpose or categories. 

Evernote gives you many ways to keep your notes organized, so that you can browse, search 
and remember in the way that works best for you. 

When you create notes and put them into notebooks, Evernote creates a default notebook 
where all your notes are placed. You can add more notebooks and stacks of notebooks to 
completely organize your life and business. 

Creating a New Notebook 

When you are ready to create a new notebook, click on Notebooks in the sidebar. This brings up 
the Notebook List.  

!  

To create a new Notebook, click the “+ New Notebook” button. This creates an unnamed 
Notebook in your list. Give it a title and press enter.  

You can begin adding notes immediately or at any time. 



Tip: Try not to create too many notebooks. The idea of Evernote is to help you get organized, 
not to get overwhelmed.  

Notebooks you might want to create: Business ideas, Business or work, Bills, Travel, Recipes or 
Entertaining, Shopping, Daily or any interest or business you are currently participating in or 
exploring.  

Adding Notes to a Notebook 

Click on the Notebook in the Notebook List you want to add notes to when you are ready to 
begin.  

Click on the +New Note button to open the note pad. Enter your information. It will automatically 
be saved.  

To Move a Note 

Click on the Notes/All Notes in the sidebar. The Note list is displayed.  

Click on the one you want to move. It will show up in the Note Editor.  

In the Note editor, click on the notebook drop-down list in the upper-left corner. All of your 
notebooks will show. Click on the one you want to move your note into. Evernote automatically 
saves and syncs the change.  
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Rename a Notebook 

Sometimes you need to rename your notebooks for some reason. This can be done by 
selecting the one you want to change in the Notebook List. Right-click on to the notebook name. 
Then click on rename. Enter the new name in the box that opens.. 
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Delete a Notebook 

You can delete a notebook. Just remember that all the notes within that notebook will be moved 
to the Trash Notebook.  

Click on the Notebook in the Notebook List. To delete it, control-click or right-click on it to bring 
up the menu. Click on Delete Notebook. A confirmation box appears. Click delete to remove the 
notebook.  
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Organize Your Notebooks 

You can organize multiple notebooks by using Notebook Stacks.  

Notebook Stacks are most often used for grouping similar topics or theme notebooks together. 
For example, you could create a Stack called School then add Notebooks for each child or each 
sport or other activity. 

Notebook Stacks appear in your Notebook List as a notebook with a white banner with the 
name of the stack and how many notebooks it contains. 

To create a Notebook Stack, click on Notebooks in the sidebar. Drag one notebook onto another 
notebook in the same category. A stack that has both notebooks is automatically created. Give 
the stack a name. 
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Add to a notebook to a Notebook Stack 

Adding a notebook to an already created Stack by dragging and dropping the selected notebook 
to the Stack. 
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Delete a Notebook Stack 



You can delete a Notebook Stack without deleting any of the notebooks or notes it has in it.  

Control-click or Right-click on the Notebook Stack you want to delete. Click on delete from the 
menu. Click delete on the confirmation box. 
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Shortcuts 

Shortcuts are another way to access the notes and notebooks you frequently use.  

You can find shortcuts listed under the SHORTCUTS at the top of the sidebar. Shortcuts can be 
created for notebooks, notes, Notebook Stacks and Tags.  

Add a shortcut by dragging and dropping the notebook anywhere on your shortcuts sidebar. 
Evernote allows you to have up to 250 shortcuts.  To create multiple shortcuts at a time, hold the 
Shift key while clicking on the notebooks you want to select. Drag these anywhere into the 
shortcuts sidebar. 

You can delete a shortcut by clicking on it and dragging it out of the shortcuts sidebar. 

Evernote Notebooks User Tips 

Forward reference material form you mail inbox to your notebooks using your personalized 
Evernote account mailing address that can be found in your account info. Add the “@” symbol in 
front of your emails that you want associated to current or active projects. 

Use the “@” in the front of your notebook name. This places the active notebooks at the top of 
your list.  

Keep your travel plans organized by keeping itineraries, contact information, reservations and 
anything else need for your trip in a “Travel” notebook. Forward itineraries from you inbox or 
take pictures and put into your notebook. 

Evernote Notebooks are the main tool users use to organize their notes in Evernote. The 
Evernote Notebook has features that let create a system of organization that works for you. 
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Creating Notes 
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Evernote is a source to save everything you want to remember. It’s not limited to simple text 
content.  Whether you want to save funny pictures of your dog or photographs of your favorite 
recipes or the business cards you received from that fun conference you attended, Evernote’s 
extremely easy interface makes it simple to add images and content of all kinds into your 
account. 

Evernote notes can capture anything, including web clips, audio, images and files.  Notes are 
searchable so they can be found easily when you need them. Even the typed and handwritten 
text inside an attached image can be searched. 

Creating a New Note 

Let’s begin by creating a new note. Log in to your Evernote account.  

Click on the +New Note button at the top of your window. The note will be created in 
your default notebook. If you want it in another one, click on the drop-down list to create 
a new one. 
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Click in the box and give your note a title. Place your cursor into the note text area. 
Enter your text.  

Evernote automatically saves and syncs it to all your devices. 
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Formatting Text 

There will be times you want a certain font or your text in certain format. This can be done using 
the formatting tools. On the formatting toolbar, you can see the usual tools. Font tool: this tool 
lets you change the type of font. The usual fonts are included here. The size of your font can be 
changed here as well. 
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The font styles can be changed. There is the font color. This is the square box next to the letter 
A. Bold, Italicize and Underline are available on the format bar as well. For more options, click 
on the three little dots to open up the strikethrough, subscript, superscript, create link and unlink 
and the clear formatting tools. 
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The Layout tools let you choose how you want your text to align as well as create bulleted or 
numbered lists. To indent your lists, hit the tab button. To clear the indent, click enter.  

The Special Element tools let you insert checkboxes, tables or a horizontal rule. If you want to 
break up text in your note, insert a horizontal rule between the sections.  For example you have 
a daily to-do list. You might want to break it up into business or personal sections or sections by 
time of day. 
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Remove Text Formatting 

If you are pasting text into your note from another source, you might desire to remove all the 
formatting. This is especially helpful when copying something from a web page. These usually 
have a variety of fonts or layouts that might not look very well in your notes.  

To remove text formatting one option is to paste as plain text by right-clicking then select 
Paste as plain text.  This removes all formatting from the copied text. 

!  

Using Reminders 

Reminders are a great way to keep track of notes that contain time-sensitive information, or that 
you need in order to accomplish tasks. 

Set Reminder 

To set a Reminder for a note, open the note and click on the Reminder icon.  Reminders show 
up in your To-do list above the Note List. You can sort, order or edit them as needed.  

Add a due date to the Reminder click on the Add a date in the confirmation box and select the 
date and time.  

Reorder your reminders by clicking and dragging the note to a different spot in the list. To mark 
a reminder as completed click the checkbox to the left of the reminder. 

Delete a Note 

To remove or delete a note, click on the note in the Note List and hit the Delete key on your 
keyboard.  
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Adding Attachments and Saving Images. 

Evernote allows you to attach just about anything to a note. Snapshots, PDF files and audio are 
just a few things.  

To add the attachment, the easiest way is to drag and drop it into the body of your note. This 
option works for both images saved on your computer and for saving images from the web.  

The other option is to use the attachment button in the Note Editor. The note editor is located 
above your note, just like in any word processing program. 

Tags 

Tags are like keywords for your notes. They help improve how Evernote searches your notes. 
You can add one or more tags to a note when you create it or at any time 

You can view all the tags in your Evernote account by clicking the Tag icon.  
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Tag a note by creating or opening the note, clicking on the add tags field and typing in what you 
want to add. Hit the return key and the tag is created. 

Sharing Notes 

You can share notes with others by email, Facebook, Twitter, LinkedIn or through a link.  Click 
on the Share button at the top of your note to bring up the sharing sites. 
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For the email fill out the fields to send it. The email address associated with your Evernote 
account is displayed as the sender. 

 For social media, you’ll get a tip like the one shown on the next page before you can share your 
note.  
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Click ok. 

Post to Facebook takes you to the Facebook site where you are asked to confirm you want to 
post the update.  

Post to Twitter redirects you to the Twitter site where you need to confirm. 

Post to LinkedIn redirects you to LinkedIn and a confirmation page to post update. 

Link creates a Share URL that lest you copy it to your clipboard and then share it with anyone.  

The Share Icon in the upper right corner is blue for any active Share URL. 

Notes are the easiest way to keep track of your information, your photos and web shots you 
want to remember.  Creating a note is as simple to use as any word processing system. Notes 
can be customized by font styles and have attachments and images inserted. They can be 
searched by tags and organized to quickly find what you are looking for. 
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Creative Ideas for Using Evernote to Organize your Life and Work 
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Getting and staying organized can be a real problem with everyone’s busy lives. We’re 
bombarded with information on the internet, through our work 
and personal relationships and sometimes we save things 
and then can’t remember where we saved them.  

That’s where Evernote comes in. It is a great source for 
saving everything from simple to-do list to recipes, images 
and photographs and web pages we want read later.  

Here are 15 creative ideas for using Evernote to organize 
your life and work.  

1. Remind yourself where you parked. If you live in a big 
city and are at the mall a concert or an amusement park, you 
might have trouble finding your car. When you first arrive, take a photo of something that will 
identify where you parked. Save it to Evernote. Later you can always delete the image or if it’s 
somewhere you will be returning to, leave a note about the 
spot. 

2. Create shopping lists easily based on recipes you’ve 
saved in Evernote. For example, in your grocery list, simply 
add the name of the recipe like Chili Con Queso. When you 
get to the store, you can easily pull up the Evernote app on 
your mobile phone and scan the recipe for the ingredients. 

3. Save images of brands you like. If you find you like one 
brand of something better than another, take a snapshot of 
the packaging and store it in your notes. To organize even 
further, store the image with the recipe you normally use it 
with.  

4. Capture your favorite restaurant menus. The next time you’re at your favorite restaurant, 
use the Web Clipper to capture the menus. Then you can quickly see them all in one location 
when you’re in a rush. 

5. Keep track of people’s names and faces. If you have 
trouble remembering names and faces, take pictures of the 
person, label it and send it to your Evernote notes. Then, 
add even more about the person such as phone numbers or 
where you met them. This is a great idea when you’re 
attending conferences, networking with new people or if you 
have kids, learning their friend’s names and parents. 

6. Capture a web page. Using the Web Clipper, capture 
web pages and write notes about a specific part of the 
page. Maybe you liked the image for some reason. Or you 
wanted to save a section to quote. 

7.  Plan your Wedding.  Use the Web Clipper to capture 



images of dresses, cakes, hair styles, favors or whatever you like. Save them into a Notebook 
title Wedding. Organize the notebook into categories like food, venue, dresses, etc, by using the 
stacks feature. You can easily share the notebooks with your maid of honor with the sharing 
feature. 

8. Create an Ideas notebook. Do you have a constant stream of ideas for projects going 
through your head? Are they related to your current project or just random ideas? Either way, 
putting these ideas down in your Evernote notes and Notebooks lets you stay focused on what 
you are currently working. Then when you’re ready, you can easily access the notebook for new 
ideas. 

9. Save Pinterest pins for later access. For those of us who love Pinterest, we could spend 
hours pinning or we have way too many boards filled with content that could be combined into 
fewer boards. Use Evernote to send new pins when you 
have free time.   

10. Access your to-do list anytime. All your to-dos are in 
one location. No longer do you have post-its spread all over 
the place, notebooks and emails filled with what you need to 
do. You can easily create a to-do list for your entire day that 
includes both personal and work related tasks. Then you 
can access them from anywhere.  

11. Create templates for tasks you repeat. For example, a 
checklist template can be crated on Evernote for things like 
a packing list or even your grocery list or your daily blogging 
tasks. 

12. Organize blog or hobby information into notebook stacks. For example you could have 
notebooks for blog backups, blog post ideas, blog links, blogs you like, and blogging resources 
such as plug-ins. To use the same system for your hobby you could have notebooks labeled 
hobby tips, hobby resources, hobby organizations, hobby enthusiasts and hobby future ideas. 

13. Email articles and pages to your Evernote account from your phone or tablet. Then file it 
into a specific folder with a tag. To designate a notebook, 
use the @symbol in front of the notebook name and the # 
symbol in front of the title for the tag. 

14. Keep track of measurements, sizes, color choice of 
your furniture or clothes or even the type of ink your printer 
uses. Keep the information in a notebook and you’ll have it 
the next time you shop.   

15. Save copies of important documents like contracts or 
birth certificates in Evernote. Take photos of the document 
or save as a PDF and save to Evernote.  

Keeping your life organized doesn’t have to mean having stacks of notebooks, file folders and 
photos all over the place. With some creative thinking you can get your personal and business 
life well on the way to running more efficiently. 


