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Notes deep dive
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Apple Notes
• In the beginning, Notes was not very useful

• Many many apps for taking notes became available, including
• OneNote (MS), Evernote, SimpleNote, Bear, Agenda, Notion, 

Obsidian, etc
• Far too many to list !!!

• I tried many of them over the years but in the end Apple 
has made Notes as powerful as nearly all the others and it’s 
fine for most people’s needs (mine included 😏)
• It runs on ALL Apple devices
• It’s free
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Features to be covered…
• Notes

• Creating in Notes
• Creating outside Notes
• Editing notes
• Pinning notes

• Searching notes
• Tags

• Words that start with a “#” e.g. #family 

• Folders
• Smart Folders
• Linking notes

• Type “>>” then some text from the note you want to link to

• Sharing notes
• See following slides
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Sharing Notes (1)
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Sharing Notes (2)
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On your Mac you (likely) 
only have 3 options:

1 – use Apple Mail

2 – use Apple iMessage 
(blue text, not SMS green)

3- copy the link and use 
something else to share it 
(e.g. Gmail)

On your iPhone or iPad you 
will likely have more 
options to share the Note
(e.g. WhatsApp)

Make sure Collaborate is 
shown and you are happy 
for them to edit the note
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Features to be covered – 2
• Demo of Note sharing…
• Action lists (e.g. for shopping)
• Calculations (=)
• Integration with Reminders (see next slide)
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Add a Note to Reminders
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1. Make sure “Send Copy” 
is shown

2.



Add a Note to Reminders (cont’d)
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1. Choose a list

2. 



Open Reminders App
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Click on your note



Edit Reminder details
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1. Click on the “i”

2. Change as needed



Scan <n> pages to 1 document
• MacOS has had a document scanning utility for as long as I 

can remember…
• It is called “Image Capture” and it is installed as standard 

on all versions of macOS
• You can launch it by pressing CMD+Space and then typing 

”image”
OR from the “Other” folder in the Launchpad
• Demo…
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Image Capture (1)
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Image Capture (2)
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1. Click here

2. Change 
anything else as 
needed, e.g. 
Resolution



END


