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Huéng dan Nhanh

Ban mdi dung OneNote 2016 hodc nang cép ti phién ban trudc? Hay dung hudng dan nay dé tim hiéu nhitng théng tin ca ban.

Thanh cong cu Truy nhap Nhanh Kham pha ribbon Kham pha cac Iénh ngir canh Chia sé cong viéc ciia ban véi nguai khac
Gilt cho cac Iénh yéu thich luén Xem nhiing diéu OneNote 2016 c6 thé lam bang cach bam vao cac Chon phan bat ky ctia bang da chén vao dé Dang nhap bang tai khoan dam may ctia ban néu
hién thi. tab ribbon déng thai kham pha cac cong cu mdi va quen thudc. hién thi cac cong cu dinh dang bé sung. ban muén chia sé cong viéc ctia minh vai nguai khac.
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Truy nhap ghi chd cua ban & moi
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Cac ghi chq, k& hoach va y tudng co tac dung gi néu ching bi ket trong 6 cliing?
Hay gilr s6 ghi chép cua ban ludn san dung bang cach dang nhap vdi tai khoan
Microsoft mién phi khi ban kh&i ddng OneNote trén PC Ian dau. Tham chi ¢ mét

Ung dung OneNote mién phi dé tat ca cac thiét bj yéu thich cta ban déu dugc
doéng bo cho du ban di dén dau.

Ty dong luu cong viéc cua ban

OneNote Mobile sé& tu déng luu tat ca thay déi ciia ban khi ban lam viéc — vi vay
ban khéng bao gid phai luu. Ngay ca khi ban déng (ng dung hodc PC cla ban
chuyén sang ché& d6 ngu, thi ghi chd cdia ban van luén dugc luu, vi vdy ban cé thé
ti€p tuc ngay tai vi tri minh da rai di. D€ xem OneNote dong bd cac thay déi clia
ban lan cuéi vao lic nao, bdm vao Tép > Théng tin > Xem Trang thai Péng bd.

Thong tin S6 tay

Lap ké hoach Chuyén di dén Paris
C:A\Users\ Documents\S4 tay OneNote\Sé tay ciia Toi
[FChia s trén Web hosc Mang Xem Sétay théi Bling bd

o3
5
g8

Thiet
st~

gx

] Office

Khong bao gic hét giay

OneNote khéng c6 bat ky su han ché nao nhu sé ghi chép gidy truyén théng. Khi
hét cho, ban co thé tao thém.

DE tao trang mdi trong phan hién tai, bdm vao nut (+) Thém Trang & phia trén
cling cua cét tab trang. Ban cling c6 thé bam chudt phai vao tab trang bat ky roi
bam vao Trang MG@i hoac nhan Ctrl+N trén ban phim.

D€ tao phan mdi trong s6 ghi chép hién tai, bdm vao tab nho c¢é ddu céng [+] &
bén phai cla thanh tab phan hodc bdm chudt phai vao tab phan bat ky roi bam
vao Phan Mgi.

Khi ban khdi chay OneNote lan dau, mét sé ghi chép mac dinh vSi mét phan Ghi
cha Nhanh dugc tao cho ban, nhung ban cé thé dé dang tao thém bat ky sé ghi
chép nao cho cac déi tugng va du &n ma ban muén bang cach bam vao Tép >
MGi.

®
N oy M

E;I May tinh nay

fa OneDrive
Tén S8 tay:
= 56 ghi chép Ldp ho|
El;l May tinh nay g P Los hod
Chia sé&
o= Them Vi uf &2

Xudt
Tao 54 tay
G Duyét

Tai khoan Tao trong mét thu muc khac

Tly chon

Phan hai

Ban c6 thé tao sb ghi chép méi trén & clrng cuc bd clia minh hodc ban cé thé luu
tri ching trén tai khodn OneDrive mién phi dé luén c6 thé truy nhap vao ghi cha
cUa ban trén tat ca cac thiét bi. Lwa chon Ia cta ban!
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Gan thé cho ghi chd d& chon

BO suu tap Thé trén tab Nha cho phép ban uu tién hoac phan loai ghi chi da
chon mét cach truc quan. Ghi chd c6 gan thé dugc danh ddu bang cac biéu
tugng dé nhac ban theo déi cac muc hanh déng quan trong hoac danh dau cac
nhiém vy da hoan tat trong danh sach viéc can lam.
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Tao siéu két ndi kieu bach khoa
toan thu

Bién s6 ghi chép cua ban thanh bach khoa toan thu du chiic ndng bang cach tao
noi két dén cac phan hoac trang cu thé. Ba&m chudt phai vao tab ctia phan hodac
trang ma néi két sé tro téi. Tiép theo, bdm vao Sao chép N6i két dén Phan hodc
Sao chép N6i két dén Trang, roi dan noi két & bat ¢ ngi nao ban muon.
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Sap xép thdng tin trong bang

Bat ¢ khi nao bang tinh chlra qua nhiéu thong tin, hdy st dung bang OneNote
don gian dé hiéu ré thong tin. Bat dau trén mét dong van ban mai bang cach
g6 mét tl, cum tir hodc s6, roi nhan phim Tab dé tao c6t ti€p theo. Nhan Enter
dé tao hang mdi. Ngoai ra, ban c6 thé bam vao Chén > Bang trén ribbon dé vé
bang.

Sau khi tao va chon bang, st dung cac Iénh trén tab Cong cu Bang trén ribbon
hodc bam chudt phai vao phan bat ky cta bang dé hién thi ciing cac tuy chon
Bang nay.
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Sao chép van ban tu anh

OneNote c6 thé nhan dang van ban trong anh. Trén trang bat ky, chén mét anh
c6 chira van ban dé doc (vi du nhu &nh chup héa don tir dién thoai di déng), bam
chudt phai vao anh, bam Sao chép Van ban tir Anh, roi dan van ban da sao chép
vao naoi ban muén.
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Chia se cong viéc cua ban vdi
NQuUai khac

Trong OneNote, s6 ghi chép trén nén dién toan dam may cta ban luén & ché do
riéng tu trir khi ban chon mai ngudi khac xem hodc stra thong tin trong sé ghi
chép hién tai. D€ bat dau cong tac véi ngudi khac, hdy bam vao Tép > Chia sé,
roi chon diéu ban muén thuc hién.
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Xem cac Hudng dan Nhanh khac

OneNote 2016 chi la mét trong cac ing dung mdi dugc thiét ké trong Office
2016 mdi. Truy nhap http://aka.ms/office-2016-guides dé tai xuéng cac Hudng
dan Nhanh mién phi clia ching téi danh cho cac phién ban mdi khac cta nhiing
Ung dung Office yéu thich ctia ban.

Néu ban c6 bat ky phan hoi nao vé huéng dan cua ching téi, vui long guri y kién
cla ban & cudi trang tai xuéng. Cam on ban!
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Nhan trg gidp vé OneNote

Trén ribbon, bdm nat 2 @& md cia s6 Trg gidp OneNote 2016, nai ban c6 thé
nhap tur khda hodc cum tir d€ tim kiém trg gilp vai cac tinh nang, 1énh va tac vu
trong OneNote.

Béng nhap

OneNote 2016 Trg gidp
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Tim kiém pe)

Can trg gidp?

Str dung hop tim kiém g€ cho ching t6i biét digu ban

dang tim ki€m va ching téi sé cd gang hét siic dé tim
ra ciu tra 1gi.

GUi phan hoi cho ching toi

Ban yéu thich OneNote 2016? Ban c6 dé xuat cai tién? BAm Tép > Phan hoi dé
md& Ung dung Phan hdi Windows, tir d6 ban co thé gui 18i khen, phan nan vay
tudng truc ti€p dén nhém phat trién OneNote.

Chao mtng!

Hay st dung ting dung Phan hBi Windows & cho chiing téi biét cac
tinh nang ma ban yéu thich, nhirng tinh ndng ma ban khang cin G&n
hodc khi m&t tinh nang nao d6 c6 thé trd nén t6t hon.

- Tim kiém va xem nguai no dé cd dua ra phan hdi tueng ty khong
« Sif dung “Tan thanh" dé cho ching t6i bigt ban dang ¥ hay gap su
of tuang tu.

« Bua ra phan hi méi cho ching t6i ma nguai khac co thé tim thay
va tan thanh.

Bing viéc cung cap phén hdi cho ching t6i, ban dong y réng

Microsoft c the str dung phan hai cia ban 6é cai tién san phim va
dich vy clia ching ti.



