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Keep track of Every Note in Evernote 
Lianne Kruger 
 

Computer 
 

 
 

1. Create a note by clicking on the plus sign.  
Note List contains the list of notes you have created.  
The Note Panel shows you the note that is highlighted in the Note List 
Editing toolbar allows you to edit the text.  

 
 

Phone 
 

1. Click on the plus sign to create a note. 

 
2. Click and hold on the plus sign  
3. Then drag to  

a. Audio to record  
b. Photo to take a photo or add a photo 

already on the phone 
c. Create a reminder 
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Website 
The following is the layout of the screen when using Evernote from the website.  

 
Click on plus sign to create a note 
Click on the magnifying icon to search for a note. 
 
Bottom half of the menu on the left is shown  
 

Tablets  
Tablet bottom menu to create notes. Create notes that contain a photo, microphone for recording, 
sketching, or attach a file.  

 
 
Tablet Photo  

 
 
Tablet Record 
You are with family and someone starts telling a memory. With their permission start taping and it will 
automatically save into Evernote.  
 

Tablet Sketch 
 
 
 
 
 
 
 
 
You are at a graveyard and you need to record where a gravestone is. With the sketch you can draw a 
picture of the roads in the graveyard and mark the location of gravestone(s). 

Bottom half of the menu  
• Shortcuts 
• Notes 
• Notebooks 
• Tags 
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Tablet Share 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Organization 
Multiple notes with the same topic can be organized into notebooks.  
Multiple notebooks can be organized into stacks.  

  
Tags 
A tag or more can be added to a note to help you find a note later. Examples: Last name, locations, type 
of documents.  A note containing a birth certificate can have the more than three tags: last name(s), the 
location of the birth and the type of document.  
 
A list of tags and all notes with that tag are listed. 
 

Sync 
Evernote syncs you additions and edits every three minutes. If you want this done 
sooner, click on the Sync button on whatever device you are on. All linked devices 
will be updated. 
 
  

File Cabinet = Evernote 

Drawers = Stacks 

Folders = Notebooks 

Papers = Notes 
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Notebooks 
To create a notebook  
1. Select File from the menu. 
2. Select New Notebook…  
3. Type in a name for the notebook. 
4. Hit Enter. 

Or 
1. Right click on the Notebook title on the left menu.  
2. The following menu appears 
3. Click on Create Notebook… 
4. Type in a name 
5. Click OK 
 
Sub Notebook 
1. Right-Click on a Notebook in the Left Panel on the Notebook you want to create a notebook in and 

the following menu appears. 

 
2. Type in a name 
3. Click OK. 
 
Edit Notebooks 
Right-Click on a note in the Left Panel and the following menu appears.  

 
 

Stacks 
1. In the Notebooks area, drag and drop one notebook onto another notebook.  
2. A new notebook stack containing both notebooks will be created automatically.  
3. To unstack, right-click then select Unstack or Delete. If Delete notes and notebooks will not be 

deleted. 
 
Any other questions? Go to my blog. Click on Evernote. Evernote posts will 
appear.  If you don’t see your answer, please email me and I will send you the 
steps. 


