H??ng d?n s? d?ng
OneNote

OneNote nhu mot quyén s6 tay la noi c6 thé luu trir théng tin va cac ghi chd - moi thr can ghi nhé

va quan ly.
OneNote dé sap xép, chia sé va c6 kha nang tim kiém nhanh.

Chulrc nang cia OneNote:

Tao hodc chén thong tin vao s tay.

Cong tac vGi ngudi khac trong sé tay dung chung.

- Phéan biét néi dung ghi chil bang cach st dung thé va té sang.

- Truy nhap thong tin, dit liéu cap nhat tir hau hét moi thiét bi.
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B??c 4: M?c ??nh section m?i latrang trng, n?u thich trang tri c6 th? ch?n ca&c m?u c6 s?n trong m?t trang
m? b?ng cach ch?n Insert -> Page Templates.
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(Add page)

Section trong OneNote giéng nhu cac thé mau cha dé trong s6 tay gidy. Khong nhu
gidy, OneNote cho phép tao ra nhiéu section trong mét s6 tay (Notebook). D€ thém
Section ta thuc hién nhu sau:

Budc 1: Click chudt phai vao bat ky thé nao (section) trén clung cla trang chon New

Section
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Most Important Facts Covered Today:

Buédc 2: Nhap tiéu dé cho section mdéi va nhan Enter. D€ thay déi vi tri gilra cac

section, nhan gilr chudt trai vao moét Section bat ky va kéo dén vi tri mong muén.

Trong mot section c6 nhiéu trang (Page) tuy nhu cau ngugi s dung va muc dich

cOng viéc. D& thém trang lam nhu sau:

Budc 3: chon vao Add page (1) n?m phiabén ph?i trang
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Buéc 4: Nhap tiéu dé vao phan Header (2) cho trang sau dé nhan Enter. D€ thay dadi vi
tri gitta trang, nhan gilr vao trang bat ky can thay déi va kéo dén vj tri mong muon.

Nhap hoac xéa ghi chu, gan thé cho ghi chu:

OneNote cho phép chon bat c& noi nao trong khung soan thao (1) va bat dau nhap
dir liéu (2), (3).

Nhan gitr chudt trdi mdi tén mau xam nhu trong hinh va di chuyén dén vi tri mong
muén (4).
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Thém lién két (link) vao ghi chu: khi gé mot doan van ban ma OneNote nhan ra dudi
dang mot lién két thi né sé tu dong dinh dang nhu moét dudng link. Vi du nhu khi nhap
https://office.com vao ghi chl, OneNote sé chuyén thanh mot két noi, khi bam vao
két nbi nay sé mad trang web Office trong trinh duyét. Cé thé thém link vao trong phan
ghi chd (bao gobm cé chi, hinh dnh, dén nhitng trang khac va section) véi cac budc nhu
sau:

Budc 1: Chon doan ch{r hoac hinh anh muén thém link

Budc 2: Chon Insert --> Link

Budc 3: Trong hdp thoai ink, nhap duong dan link két vao phan Address --> OK.
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Budc 1: Chon bat ky trang nao, chon vi tri muén thém hinh vao
Budc 2: Chon Insert -->
+Screen Clipping: dé chup mo6t phan man hinh may tinh dé

+Pictures: D& thém moét file hinh dugc luu trén may tinh hoac online.

o Form file: thém hinh dugc luu trén may tinh.
e Form Camera: thém

e Form Online

Budc 3: Trong hdp thoai chon hinh --> Insert.
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Budc 1: Thém tap tin vao ghi chd chon Insert --> File Attachment --> chon file can dinh kem -->

Insert.
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