Ap dung cho: OneNote 2013

| PE THC HIEN PIEU NAY

Lay va dinh dang ghi chd

INhap va sira ghi chu

IM ctra s6 OneNote mi.

|CTRL+M

M¢ cira s6 OneNote nho dé tao ghi chi bén I¢é.

CTRL+SHIFT+M hoac
Windows+ALT+N

INeo ctra s6 OneNote. |CTRL+ALT+D |
[Hoan tac hanh déng cudi. ICTRL+Z |
ILam lai hanh déng cudi. ICTRL+Y |
Chon tat ca cac muc trén trang hién tai.
GHI CHU Nhan CTRL+A nhiéu Ian dé tang pham vi ving  |[CTRLTA
chon.
ICat van ban hoac muc d4 chon. |CTRL+X
Sao chep muc hoc van ban da chon sang Bang tam. |CTRL+C
IDan nsi dung cua Bang tam. |CTRL+V
IDi chuyén dén dau dong. [HOME
IDi chuyén dén cui dong. [END
IDi chuyén mat ky tu sang trai. [MUI TEN TRAI
IDi chuyén mét ky t sang phai. IMUI TEN PHAI

IDi chuyén mét t vé phia trai.

ICTRL+MUI TEN TRAI

IDi chuy&n mét t vé phia phai.

ICTRL+MUI TEN PHAI

[Xo0a bo mdt ky t bén trai. IBACKSPACE

[Xoa bo mdt ky t bén phai. IDELETE

[X0a bo mot tir bén trai. |CTRL+BACKSPACE
[X0a bo mét tir bén phai. ICTRL+DELETE
IChén dau ngat dong ma khong bat dau doan vian méi. |SHIFT+ENTER
IKiém tra chinh ta. |Phim F7

IM& tir dién dong nghia cho tir hién dugc chon. [SHIFT+F7

Hién menu ngix canh cho bat ky ghi ch, tab hay déi tuong nao SHIFT+E10

khac hién c6 tiéu diém.

Thyc thi hanh dong dé goi y trén Thanh Thong tin néu né xuat
hién ¢ dau trang.

CTRL+SHIFT+W

IPinh dang ghi chu

T6 sang van ban da chon.

CTRL+SHIFT+H
hoac CTRL+ALT+H

IChen noi két.

|CTRL+K

|Sao dinh dang cua van ban da chon (But binh dang).

|CTRL+SHIFT+C

|Dén dinh dang vao van ban da chon (But binh dang).

|CTRL+SHIFT+V
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M noi két.

GHI CHU  Phai d3t con tré & vi tri bat ky trong van ban noi ENTER
két d& dinh dang.
|Ap dung hoic loai bo dinh dang dam tir van ban da chon. |CTRL+B
|Ap dung hoic loai bo dinh dang nghiéng tir van ban dd chon.  [CTRL+
|Ap dung hoic loai bo gach chan tir van ban dé chon. |CTRL+U

|Ap dung hoac loai bo gach ngang chit tir van ban da chon.

|CTRL+DAU NOI

|Ap dung hoac loai bo dinh dang chi sé trén tir van ban d chon.

|CTRL+SHIFT+=

|Ap dung hoic loai bo dinh dang chi s6 dudi tir van ban da chon.[CTRL+=

Ap dung hoic loai bé dinh dang danh sach gach dau dong tir
doan da chon.

CTRL+DAU CHAM

Ap dung hoic loai bo dinh dang danh sach danh so tir doan da
chon.

CTRL+DAU SO CHEO

|Ap dung Kiéu dang dau dé 1 cho ghi chd hién tai. [CTRL+ALT+1
|Ap dung Kiéu dang dau dé 2 cho ghi chd hién tai. [CTRL+ALT+2
|Ap dung Kiéu dang dau dé 3 cho ghi chd hién tai. [CTRL+ALT+3
|Ap dung Kiéu dang dau dé 4 cho ghi chd hién tai. [CTRL+ALT+4
|Ap dung Kiéu dang dau dé 5 cho ghi chd hién tai. [CTRL+ALT+5
|Ap dung Kiéu dang dau dé 6 cho ghi chd hién tai. [CTRL+ALT+6

IAp dung Kiéu chuan cho ghi chd hién tai.

[CTRL+SHIFT+N

[Thyt 1& doan tir bén trai.

IALT+SHIFT+MUI TEN PHAI

ILoai bo thut I& doan tir bén tréi.

IALT+SHIFT+MUI TEN TRAI

ICan phai doan d chon.

|CTRL+R

Can trai doan da chon.

[CTRL+L

Tang kich ¢ phong cua van ban da chon.

|CTRL+SHIFT+>

|Giam kich ¢ phéng cua van ban da chon.

|CTRL+SHIFT+<

IX6a tat ca dinh dang da 4p dung cho vin ban da chon.

|CTRL+SHIFT+N

IHi¢n hoac an dudng husng din trén trang hién tai.

|CTRL+SHIFT+R

IThém muc vao trang

IChen tai li¢u hay tép trén trang hi¢n tai.

|ALT+N, F

|Chén tai liéu hay tép lam ban in trén trang hién tai.

[ALT+N, O

Hién hoac an ban in tai li¢u trén trang hi¢n tai (khi chay
OneNote trong ché @6 b6 Tuong phan Cao).

ALT+SHIFT+P

ICheén anh tir tép.

|ALT+N, P

ICheén anh tir may quét hay camera.

IALT+N, S

Chén hinh ct t man hinh.

GHI CHU Biéu tugng OneNote phai hién hoat trong khu vuc
théng bao, ¢ ngoai xa bén phai cta thanh tac vu Windows.

Phim logo Windows +S (Néu ban dang dung
OneNote 2013 véi nhitng cép nhat méi nhat, hay
nhan phim logo Windows +SHIFT+S)

IChén ngay hién tai.

IALT+SHIFT+D

IChén ngay va gid hién tai.

IALT+SHIFT+F

ICheén thai gian hién tai.

IALT+SHIFT+T




ICheén ngat dong.

[SHIFT+ENTER

Bat d¢au phuong trinh toan hoc hoic chuyén doi van ban da _

X s . ALT+=
chon thanh phuong trinh toan hoc.
ITao bang bang cach thém cot tha hai vao van ban dd nhap. || TAB |
[Tao cot khac trong bang véi mot hang. TAB |
Tao hang khéac khi ¢ 6 cudi cua bang.

‘ o ENTER

GHI CHU Nhan ENTER lan tha hai dé ket thac bang.
[Tao hang duéi hang hién tai trong bang. |CTRL+ENTER |
[Tao doan van khac trong ciing mét 6 trong bang. IALT+ENTER |
[Tao cot & bén phai cia cot hién tai trong bang. |CTRL+ALT+R |
[Tao cot & bén trai cua cot hién tai trong bang. |CTRL+ALT+E |
Tgo hang \("Y trén hang hi¢n tai trong bang (khi con tro ¢ dau bat ENTER
ky hang nao).

[X6a bo hang trong hién tai trong bang (khi con tré & dau hang).

IDEL (nhan hai lan)

IChon ghi chu va déi twgng

Chon tat ca cac muc trén trang hién tai.

GHI CHU Nhan CTRL+A nhidu Iin dé ting pham vi ving  [CTREFA
chon.
IDi dén cubi dong. [SHIFT+END

IChon ca dong (khi con tro & dau dong).

ISHIFT+MUI TEN XUONG

INhay dén tiéu dé trang va chon no.

|CTRL+SHIFT+T

|H1”1y vién ngoai hoic trang da chon.

ESC

IDi chuyén doan vin hién tai hoic vai doan vin d chon Ién trén.||[ALT+SHIFT+MUI TEN LEN

Di chuyén doan van hién tai hoic vai doan vin da chon xuéng
di.

ALT+SHIFT+MUI TEN XUONG

Di chuyén doan van hién tai hoac vai doan van da chon sang
trai (giam thut I€).

ALT+SHIFT+MUI TEN TRAI

Di chuyén doan van hién tai hodc vai doan vin da chon sang
phai (tang thut I¢).

ALT+SHIFT+MUI TEN PHAL

IChon doan van hién tai va cac doan vin cap dudi cia no.

|CTRL+SHIFT+DAU NOI

[X6a bo ghi chii hoic dbi twgng da chon. |DELETE

IDi chuyén dén dau dong. [HOME

IDi chuyén dén cudi dong. IEND

IDi chuyén mot ky ty sang trai. [MUI TEN TRAI
IDi chuyén mét ky t sang phai. IMUI TEN PHAI

IDi Ui lai trang cudi cling da truy cép.

|ALT+MUI TEN TRAI

IDi tiép t6i trang tiép theo d4 truy cap.

IALT+MUI TEN PHAI

Bt dau phét lai ban ghi &m thanh hay video d chon. [CTRL+ALT+P
Bt dau phét lai ban ghi &m thanh hay video dé chon. [CTRL+ALT+S
[Tua lai ban ghi &m thanh hay video hién tai vai gidy. [CTRL+ALT+Y

[CTRL+ALT+U

|Tién nhanh ban ghi &m thanh hay video hién tai vai giay.




|Ghi thé cho ghi cha

|Ap dung, danh dau hay x6a thé Viéc Can lam. |CTRL+1
|Ap dung hay x6a thé Quan trong. |CTRL+2
|Ap dung hay x6a thé Cau hoi. |CTRL+3
|Ap dung hay x6a thé Ghi nhé cho sau nay. ICTRL+4
|Ap dung hay x6a thé Dinh nghia. ICTRL+5
|Ap dung hay x6a thé tay chinh. |CTRL+6
|Ap dung hay x6a thé tay chinh. |CTRL+7
|Ap dung hay x6a thé tuy chinh. |CTRL+8
|Ap dung hay x6a thé tuy chinh. |CTRL+9
|Loai bo tat ca cac thé ghi chd khoi ghi cha d4 chon. |CTRL+0

IDUng dan bai

[Hién thong qua Muc 1.

|ALT+SHIFT+1

IM& rong dén Muc 2.

|ALT+SHIFT+2

IM& rong dén Muc 3.

|ALT+SHIFT+3

IM& rong dén Muc 4.

|ALT+SHIFT+4

IM& rong dén Muc 5.

|ALT+SHIFT+5

IM& rong dén Muc 6.

|ALT+SHIFT+6

IM& rong dén Muc 7.

|ALT+SHIFT+7

IM& rong dén Muc 8.

IALT+SHIFT+8

IM& rong dén Muc 9.

|ALT+SHIFT+9

IM& rong tat ca cac mc.

|ALT+SHIFT+0

Ting thut I& 18n mot mic.

TAB

IGiam thut 18 xudng mot mc.

[SHIFT+TAB

IBung rong dan bai da thu gon.

IALT+SHIFT+DAU CONG

[Thu gon dan bai da bung rong.

IALT+SHIFT+DAU TRU

IXac dinh thiét dat ngon ngi

cu Tuy chon Ngon ng Microsoft Office.

GHI CHU B¢ thay do6i huéng ghi cho ghi chd, trugc tién, ban phai cho phép ngon ngir phai sang trai trong cong

IDat hugng ghi tir trai sang phai.

ICTRL+SHIFT TRAI

IDat hugng ghi tir phai sang trai.

ICTRL+SHIFT PHALI

Tang thut 1€ 18n mot mirc trong van ban phai-sang-trai. TAB

IGiam thut Ié xuéng mot muc trong van ban phai-sang-trai. ISHIFT+TAB
T6 chtre va quan ly sb tay caa ban

ILam vigc véi trang va ghi chd bén 18

IBat hay tat dang xem toan trang. IF11

IM¢ ctra s6 OneNote mdi. ICTRL+M

IMg ctra s6 OneNote nho dé tao ghi chu bén 1&.

|CTRL+SHIFT+M

|Bung rong hay thu gon tab cia nhom trang.

|CTRL+SHIFT+*

lIn trang hién tai.

ICTRL+P




[Thém trang méi & cudi phan da chon.

|CTRL+N

|Téng d6 rong cua thanh tab trang.

|CTRL+SHIFT+[

|Giém d6 rong cua thanh tab trang.

|CTRL+SHIFT+]

Tao trang méi dudi tab trang hién tai & cling mot mic. |CTRL+ALT+N
IGiam myc thut I cua nhan tab trang hi¢n tai. [CTRL+ALT+[
[Tang muc thyt 1¢ ctia nhén tab trang hién tai. [CTRL+ALT+]

[Tao trang con méi dudi trang hién tai.

|CTRL+SHIFT+ALT+N

Chon tat ca cac muc.

GHI CHU Nhan CTRL+A vai lan d tang pham vi ving chon.

CTRL+A

Chon trang hién tai.

CTRL+SHIFT+A
Neéu trang da chon thuoc mét nhom, hdy nhan

CTRL+A dé chon tat ca cac trang trong nhom.

IDi chuyén tab trang d& chon di lén.

[ALT+SHIFT+MUI TEN LEN

IDi chuyén tab trang da chon di xudng.

|ALT+SHIFT+MUI TEN XUONG

IDi chuyén diém chen dén tiéu dé trang.

|CTRL+SHIFT+T

IDi dén trang dau tién trong b¢ tab trang hién dang nhin thay c.

IALT+PAGE UP

|Di dén trang cudi cung trong bo tab trang hién dang nhin thay c.

IALT+PAGE DOWN

ICuon Ién trong trang hi¢n tai. IPAGE UP
ICudn xudng trong trang hién tai. IPAGE DOWN
ICudn 1én dau trang hién tai. |CTRL+HOME
ICudn dén cudi trang hién tai. |CTRL+END

IDi ti doan ke tiép.

ICTRL+MUI TEN XUONG

IDi ti doan trc do.

ICTRL+MUI TEN LEN

Di chuyén diém chén di 1én trong trang hién tai hay bung rong
trang Ién trén.

CTRL+ALT+MUI TEN LEN

Di chuyén diém chén di xudng trong trang hi¢n tai hay bung
rong trang xuong dudi.

CTRL+ALT+MUI TEN XUONG

Di chuyén diém chén sang tréi trong trang hién tai hay bung
rong trang sang trai.

CTRL+ALT+MUI TEN TRAI

Di chuyén diém chén sang phai trong trang hién tai hay bung
rong trang sang phai.

CTRL+ALT+MUI TEN PHAI

IDi ti myc chira ghi ch tiép theo.

IALT+MUI TEN XUONG

IDi dén dau dong. HOME

IDi dén cudi dong. IEND

IDi chuyén mét ky tu sang trai. IMUI TEN TRAI
IDi chuyén mot ky t sang phi. IMUI TEN PHAI

|Di lui lai trang cudi cung da truy cap.

|ALT+MUI TEN TRAI

Di tiép t6i trang tiép theo da truy cap.

IALT+MUI TEN PHAI

Phdng to.

ALT+CTRL+DAU CONG (trén ban phim sé)
- HOAC - )
ALT+CTRL+SHIFT+DAU CONG

ALT+CTRL+DAU TRU (trén ban phim sd)




Thu nho.

~HOAC - S
ALT+CTRL+SHIFT+DAU NOI

Luu thay doi.

GHI CHU  Trong khi OneNote dang chay, ghi chl cua ban sé&
tu dong dugc luu bat ky 1Gc ndo ban thay doi chdng. Khéng can
thiét phai luu ghi cha theo cach tha céng.

CTRL+S

ILam viéc véi sb tay va phan

IM OneNote. |Windows+SHIFT+N
IM& s6 tay. |CTRL+O

Cong cu Gi ti OneNote |Windows+N

[Tao phan méi. ICTRL+T

IM& phan. |CTRL+ALT+SHIFT+O
IDi ti phan ké tiép. |CTRL+TAB

IDi ti phan trc do.

|CTRL+SHIFT+TAB

|Di ti trang tiép theo trong phan.

|CTRL+PAGE DOWN

IDi ti trang trugc trong phan,

|CTRL+PAGE UP

IDi ti trang d4u tién trong phan.

[ALT+HOME

IDi ti trang cudi ciing trong phan.

|ALT+END

IDi dén trang dau tién trong b¢ tab trang hié¢n dang nhin thay c.

IALT+PAGE UP

|Di dén trang cudi cung cua bo tab trang hién dang nhin thay c.

|ALT+PAGE DOWN

IDi chuyén hay sao chep trang hién tai. [CTRL+ALT+M
IDit tiéu diém trén tab trang hién tai. ICTRL+ALT+G
IChon tab trang hi¢n tai. |CTRL+SHFT+A

IDit tiéu diém trén tab phan hién tai.

|CTRL+SHIFT+G

IDi chuyén phan hi¢n tai.

|CTRL+SHIFT+G, SHIFT+F10, M

Chuyén sang s tay khéc trén thanh Dan huéng.

CTRL+G, roi bam phim MUI TEN XUONG
hoac MUI TEN LEN dé chon s6 tay khac, roi
nhan ENTER

[Tim kiém ghi chd

Di chuyén diém chén dén hop Tim kiém dé tim kiém tat ca cac
SO tay.

CTRL+E

Trong khi tim kiém tat ca cac so tay thi xem trugc két qua tiép
theo.

MUI TEN XUONG

Trong khi tim kiém tat ca cc so tay, di dén két qua da chon va
bo Tim kiem.

ENTER

[Thay d6i pham vi tim kiém,

ICTRL+E, TAB, DAU CACH

IM& ngan Két qua Tim kiém.

IALT+O sau khi tim kiém

Chi tim kiém trang hién tai.

GHI CHU Ban c6 thé chuyén giita tim kiém moi noi va chi
tim kiem trang hién tai bat ky diém nao bang cach bam
CRTL+E hoac CTRL+F.

CTRL+F

Trong khi tim kiém trang hién tai, di chuyén dén két qua tiép

ENTER hoac F3




[theo.

[Trong khi tim kiém trang hi¢n tai, di chuyén dén két qua trugc. [SHFT+F3

IBo Tim kiém va quay lai trang.

IESC

Chia sé ghi chu

IChia sé ghi chu véi ngudri khac

|G1"Ii trang da chon trong email.

|CTRL+SHIFT+E

|Chia sé ghi cha véi chwong trinh khac

|G1"Ii trang da chon trong email.

|CTRL+SHIFT+E

|Tao nhiém vu Outlook H6m nay tur ghi chd hién dugc chon.

|CTRL+SHIFT+1

|Tao nhiém vu Outlook Ngay mai tur ghi chd hién dugc chon.

|CTRL+SHIFT+2

|Tao nhiém vu Outlook Tuan Nay tur ghi chu hién dugc chon.

|CTRL+SHIFT+3

|Tao nhiém vu Outlook Tuan Ti tir ghi chd hién dugc chon.

|CTRL+SHIFT+4

Tao nhiém vu Outlook Khdéng c6 Ngay thang tir ghi cha hién
dugc chon.

CTRL+SHIFT+5

IM& nhiém vy Outlook dé chon.

|CTRL+SHIFT+K

|Dénh dau nhiém vu Outlook da chon 1a hoan thanh.

|CTRL+SHIFT+9

IX6a bo nhiém vy Outlook d& chon.

|CTRL+SHIFT+0

IDoNg bo thay doi trong sé tay dang chung hién tai. [SHIFT+F9

IDoNg bo thay doi trong tat ca cac so tay dang chung. IF9

IDanh dau trang hi¢n tai la Chua doc. ICTRL+Q

Bao vé ghi chu

IPhan bio v¢ bing mat khau |
IKhoa tat ca cac phan duoc bao vé bing mat khau. [CTRL+ALT+L |

Déi véi cac dinh dang khac ghé tham : www.downloadexcelfiles.com
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