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Tracking Activity in Shared Notebooks 
 

To monitor and track the changes on shared notebooks in OneNote, simply: 

 

1. Right-click on a note to see the changes made. 

2. You’ll see a menu appear. Look at the last 2 items at the bottom of the menu. 

 

 
 

3. This menu contains the date and time the note was last modified. And the name of the person who made the change. 

 

 

If there are many persons who made the changes on the same file, a conflict occurs. OneNote’s behavior creates and hides a 

page, a conflict page, containing all unmerged changes. When this happens, a notification will appear at the top of the page. 

 

4. Click on the notification to reveal the page containing the unmerged changes or click the icon that appears on the page 

tab itself. 

 

 
 

5. When you click the notification or the icon, the page expands to reveal the hidden page. 

 

 
 

6. You'll see the final note that made it onto the actual page of notes. 
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7. When you click on the conflict page, you'll see the note that didn't make it onto the page. 

 

 
 

8. Now, you may want to salvage the conflicting notes. To do that, simply copy the contents of the conflict page to the 

actual page. 

9. Or if you decide that the contents of the conflict page are unnecessary, you can delete the conflict page. 

10. To delete the conflict page, select the page and press the <Delete> key, or right-click the page and select Delete from 

the menu. 

 

 
 

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. 
 


