TIN HOC CO SO

Chuwong 2:
Soan thao van ban



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Néi dung > G

= Bai 1: Téng quan

= Bai 2: Trinh bay van ban
= Bai 3: Bang biéu

= Bai 4: D6 hoa

= Bai 5: M6t sO chirc nang khac

Téng quan vé MS Word 2
CuuDuongThanCong.com https://fb. ilieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

TIN HOC CO SO
Bai 2: Trinh bay van ban

Soan thao van ban

Trirong Dai hoc Khoa hoc Tw nhién
Khoa Cbng nghé Thén%tin
CuuDuongThanCong.com


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d_ Noi dung chinh
d

=  Gigi thiéu chung

= Pin
= Pin
= Pin

n dang ky tw
n dang doan van ban

n dang trang in

» Khung vién va mau nén

« Panh dau danh sach doan

» Tao ngat trang, danh sob trang

» Tao tiéu dé trang

= Chia c6t van ban

Dinh dang van ban



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Noi dung chinh

=  Giogi thiéu chung

= Pin
= Pin
= Pin

N dang ky tw
n dang doan van ban

N dang trang Iin

» Khung vién va mau nén

» Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu dé trang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Gisi thisu chung —
—

= Trinh bay van ban la dinh dang (formatting) van
ban theo mong muon.
= Cac loai dinh dang:
> Dinh dang ky tw: kiéu chi¥, c& chi,...
» Dinh dang doan
» Dinh dang trang in
» Cong cu: trinh don, thanh céng cu, phim tat.

Dinh dang van ban 6
CuuDuong ng.com https://fb.com/tailieudientuci


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Gisi thisu chung i —

>

= VVan ban chwa dinh dang

Document2 - Microsoft Word ==
! File Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help - X
NEHR AR T kB Se~o8 = 43|31 9 0% - @] diRead J§

i 44 Normal - TimesNewRoman - 12 -|B Z U [E|SEESi=- == #E D .EP?.A_.!

BAI THO DOI DEP

. Bai tho dau anh viét ting em

. La bai tho anh ké vé d6i dép

. Khi néi nhé & trong long da diét

A Nhirng vat tam thuong ciing bién thanh tho -
. Hai chiéc dép gip nhau tw bao gid

N C6 yéu nhau déu ma chang roi nira bude

f Cung ganh vac nhitng néo dudng xudi ngugc

N Lén tham nhung xudng cat bui ciing nhau

) Cling bude mon, khong ké thap ngudi cao

" Cung chia sé strc ngudi doi cha dap

- Dau vinh nhuc khéng di cing ngudi khéc

‘_° S phan chiéc nay phu thuée chiée kia

N Néu ngay nao mot chiéc dép mat di

- Moi thay thé déu tré nén khép khiéng

- Gibng nhau 1am nhung ngudi doi s& biét

= Hai chiéc nay ching phai mét d6i dau

- Ciing nhw minh trong nhitng lic ving nhau

% Bude hut hang ctr nghiéng vé& mét phia i

- Dau bén canh d3 c6 ngudi thay thé :
2 Ma trong long néi nhé ¢t chénh vénh :
sE|zw | 1 |

Page 1 Sec 1 11 At 25cm Ln 1l Col 16 REC| |TRK| EXT| |OVR|  Vietnamese

# g ™ | e | O 1 || (O e . o
T O 8~ N="Total Com... W Untitled - P... O Document2... || i Untitled - N... ) Bai Tho Dot... T Microsoft .. T Microsoft .., MYy “hthucliana... N O e 1105A

Dinh dang van ban 7

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

= Van ban sau khi dinh dang

mamﬂ—hﬁnmnﬂwm - Eﬂﬁ_@
i File Edit View Inset Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help - X
NS A0S TE| 398 0| ©|diRad  [Jid Nomal - 1pt by TimesNewRoman -1 < [B]z u |E[E|==i=- = i é;zé;avaffv.a-g
—_— — — —

L] 3-|-2-|-1-|-§-|-1-||-2-|I-3-|-I4-|-5I-|-6-I ST B e84 30 L n 123314 ATISE e
‘ BAI THO DOI DEP

Bai tho dau anh viét tdng em

N La bai tho anh ké vé dbi dép

Khi néi nhé 6 trong long da diét

Nhitng vit tém thuong ciing bién thanh the

N Hai chiée dép gap nhau ty bao gid
- Co yéu nhau dau ma chang roi nira bude
o Cung ganh vac nhitng néo duong xudi ngugc

- Lén tham nhung xuéng cét bui cing nhau

- Cung bwéc mon, khong ké thap ngwoi cao

N Cung chia sé sirc ngwdi doi cha dap
N Diu vinh nhuc khéng di cing ngwéi khac
;,, S6 phan chiéc nay phu thuéc chiéc kia

Néu ngay nao mét chiée dép mat di

Moi thay thé déu trd nén khép khiéng
Gibng nhau 1am nhung ngudi doi s& biét
Hai chiéc nay ching phai mét d6i dau

TR

“« o on oy

EN-ET Rl i |

Page 1 Sec 1 12 At 29cm Ln1l Col 16 REC| |TRK| EXT| |OVR|  Vietnamese
! \T;. SRR P E Total Comma... | A1 Untitled - Paint | M Documnent2 - ... I B Untitled - Not... 5 pa1 Tho Doi De... ||

Dinh dang van ban 8

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Noi dung chinh

= Gidi thiéu chung

= Pin
= Pin
= Pin

n dang ky tuw

n dang doan van ban

N dang trang In

» Khung vién va mau nén

= Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu dé trang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Chon
loai chiy
« R Font _haracter Spacin Text Effects /\
Chon kiéu PR T |
- Fonk: Fonk skyle:
ChU’ nimes Mews Boman Reqgular -
| o ~ L~ N
Trel:uu::het M3 | |Ikalic NN Chon cO
Tunga B Eald =
Univers Condensed . bt
Font color: Underline skyle:
- Aubornakic | | {none)
Chon mau 1V
sac Stects __ Chon
T[] strikethrough []shadow [15mall caps
[ ] Double strikethrough [ outline [1all caps k|eu gaCh
[ ] superscript [ ]Emboss [ ] Hidden dU’O’|
[ | subscript [ ] Engrave
Xem tr Cw Frewview
I
//, .
J/ Times Mew Foman
This is a TrueType Font. This font will be used on both printer and screen.
[ Default. ., ] [ ] ] [ Cancel ]

Dinh dang van ban 10

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d binh dang ky tw L p—

» Dinh dang bang thanh céng cu

= Document1 - Microsoft Word

File Edit Wiew Insert Format  Tools  Table  Window  Help
edanyg &GV B <
<} Mormal -

& .
T R OHARISTOTERS
L T VNCENTURY SCHOOLBOOKH
T _WNCOURIER NEWH

v
T Vebyticad
B YNMYSTIC A

B O

’
==
-
=
i

-
j
[

B VNTIMEH

T Albertus

: T Albertus Extra Bold

: T Albertus Medium

-  Antigue Clive Rd

Dinh dang van ban 11

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang ky tw

Chen ky tw dac biét: Insert > Symbol

Symbaol

Symbols | Special Characters |

Subset: | Arrows

-

——
——

| =
FId |+
J |4 | d

Font: |[{normal kexk)

78

1
T
F

Recently use

T ©

Character code: |2193

®|T™M| 4+ | £ | < = | =

from: |Unicode (hex)

Lo R ARDS AR RO
| SutoCarreck, ., | | Shortcuk Eew... | Sharkcuk key: 2193, Alb+x

| Insert | | Zancel

12

Dinh dang van ban
CuuDuongThanCong.com


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang ky tw S —

>

» Thay ddi kiéu chir: Format > Change Case

Change Case

'!:} senfence case,

() lowercase

() Title Case
() EQISELE cASE

Dinh dang van ban 13
CuuDuongThanCong.com https://fb.com/tai tucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang ky tw o

» Chir to dau doan
» Duwa con tro vao doan
» Format > Drop Cap

= Xoa dinh dang
> DPuwa con trd vao doan
» CTRL+SPACE

Dinh dang van ban

Pos=ition

'

Mone Cropped In margin
Dpkions

Fonk:

Tirmes Mew Roman

Lines to drop:

Diskance From texk:

Ik l [ Cancel

14


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d N6i dung chinh

= Gidi thiéu chung

= Pin
= Pin
= Pin

N dang ky tuw
n dang doan van ban

N dang trang In

» Khung vién va mau nén

= Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu dé trang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

15



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang doan T
j

» Poan van ban: 1a mét nhém cac tir va cac dau
cau dwoc két thuc bang phim Enter.

« Dinh dang mét doan: chi can dé con trd tai mot vi
tri trong doan.

» Dinh dang nhiéu doan: chon khdi bao trim I&n
cac doan can dinh dang.

Dinh dang van ban 16
CuuDuongThanCong.com https://fb.com/tai ntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

w. Dinh dang doan

! Fle Edit View Inset Format Tools Table Window Help  Adobe PDF  Acrobat Comments Type a question for help - X

: BAI THO DOI DEP

. Bai tho diu anh yirf:"{ tdng em

N La bai the anh ké vé doi dép

R Khi néi nhé ¢ trong long da diét

K Nhirng vt tam thueong ciing bién thanh tho

’ Hai chiée dép gap nhau tir bao gid

- Co yéu nhau dau ma chang roi niva bude

i Cung ganh vac nhitng néo dudng xudi ngugc

- Lén tham nhung xudng cat bui cliing nhau

- Cung bwée mon, khong ké thip ngudi cao
Cung chia sé sirc ngwdi doi cha dap

DAu vinh nhuc khéng di cing nguwoi khac
Sé phén chiéc nay phu thuge chiéc kia

Néu ngay nao moét chiée dép méat di

Moi thay thé déu tré nén khap khiéng
Gibéng nhau lam nhung nguoi doi sé biét
Hai chiéc nay chang phai mot do6i dau

W g on oy

=eE|=z@ «| 1l |
Page 1 Sec 1 1/2 At 29cm  Ln 1 Col 16 REC| | TRK| EXT| OVR| | Vietnamese

© 3 g » "ETotal Comma.. | A" Untitled - Paint || D§ Document2 .. | I Untiled - Mot || &) Bai Tho Dai D&, || T Microsoft War., || £ Mic

-J_
=

Dinh dang van ban 17

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang doan LIS

Paragraph

= Bang trinh don
Indents and Spacing |Line and EageEE[ Canh |‘é
> Chon d’oan aeneral

alignment: Justified Cutline level: Body bext  w

» Format > Paragraph Id“_
— Thé |ndentS Left: Special: By:

Right: 0 cr e {rione) v | e
/ Spacing

[ Chinh bién Before: Line spacing: At
Khoang cach gilra Preview
cac doan

N— =

[ Xem truoc [

T

Bjnh dang vén ban 18

CuuDuongThanCong.com https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang doan -

Phai

» Bang cong cu

» Chon doan Gitra
» Chon nut cong cu

— Chinh hang = = =
— Tang, giam lé

= Canh bién (Indentation)

> Nhan va kéo chudt cac nut cdng cu trén thuwée ké.

Foia gV e

Dinh dang van ban 19
CuuDuongThanCong.com https://fb.com/tai tucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d pinh dang doan -

m : : =2

= Vi du canh chinh vi tri

hthucluananthacsi (Read-Only) - Microsoft Word ==
! File Edit View Insert Format Tools Table Window Help  AdobePDF  Acrobat Cormments Type a question for help - X

uﬁg&ﬁ|@g|'&?ﬁ|ﬂﬁg|qv|$a|q@|Luaead E§4_4NormaI+BoId,ItvTimesNewRoman v 12 .|n|; u | 3t
—

2 1o -|-L-|-2e ?-4-|-5-|-6-|-?‘|-s-|-9-|-1.0-|-1.1.-|-1_2-|-

Viéc danh s6 bang biéu, hinh v&, phuong trinh phai gan Vi 0 chuwong; vi du hinh 3.4
c6 nghia 1a hinh thi 4 trong Chwong 3. Moi 6 thi, bang bidu lay tir cac ngudn khac phai dwgc H
trich dan day du. Nguon duege trich dan phai dwoce liét ké chinh xac trong danh muc Tai liu
tham khao. Dau d¢ cia biang biéu ghi phia trén bang. dau d¢ cua hinh vé& ghi phia dudi hinh.
Thong thuong. nhing bang ngan va do thi phai di lién véi phan noi dung dé cap t6i cac bang
va do thi nay o 1an thir nhat. C4c bang dai c6 thé dé & nhimg trang riéng nhung cling phai tiép
theo ngay phan ndi dung de cap t&i bang nay ¢ lan dau tién.

Cdc bing rng vin nén trinh bay theo chiéu itng dii
297mm ctia frang gidy, chiéu rong ciia irang giéy c6 thé hon
210mm. Chi y gap trang gxéy sao cho so va danjdé cua hinh
vé hodc bang vin c6 thé nhin thay ngay ma khéng cin mé
rong to gidy. Tuy nhién han ché st dung cdc bing qud réng
nay.

D6i v6i nhitng trang gidy c6 chi¢u ding hon 297mm (ban @6, ban vé...) thi c6 thé dé
trong mot phong bi cting dinh bén trong bia sau cia luan van. Cac hinh v& phai sach s& bang
muc den dé co thé sao chup lai; c6 danh s va ghi di’iy du dau dé, co chit phai bfmg cO chit st
dung trong van ban luan van. Khi dé cip dén cac bang biéu va hinh vé& phai néu 13 s6 cia hinh
va bang biéu do6, vi du “... dugc néu trong Bang 4.1” hodc “xem Hinh 3.2 ma khéng duoc
viét «... dwge néu trong bang dwdi day” hodc “trong do6 thi ciia X va Y sau”.

Viéc tinh bay phurong trinh toan hoc trén mot dong don hodc dong kép 1a tuy ¥, tuy .
nhién phai thong nhat trong toan luan vin. Khi ky hiéu xuat hién lan dau tién thi phai giai °
4l vl Ain wed el andn 2D A 1o dnn snmnws davman o .r.r.l o el a1ty Lifee AL WTAee nA Al Aol > S

1/7 At 18,5cm Ln 33  Col 46 REC| | TRK| |EXT| |OVR| |English (U.S.
R | [ | [ | [ | [ R | R | R R =
> &= Tetal C... W Untitle... M4 Docum... B Untitle... Orea 2o § Micros... g Micros... ] Micros... m§ Docum... m hthucl... Ve @ Wl 138 5A

Dinh dang van ban 20

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% DPinh dang doan —

» Thiét 1ap vi tri Tab:
> Tab la cot mbc dé canh van ban. Coé thé canh van ban
theo bén trai, phai, gitra,... tai vi tri tab.

> Cac vij tri tab dwoc dat trén thwdc ké (Ruler).
@] Document - MicrosoftWord

i File Edit View Insert Format Toels Table Win

Dinh dang van ban 21
CuuDuongThanCong.com https://fb. ilieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% DPinh dang doan gﬁ—g —

= (Cac loai tab:
> Tab canh trai
» Tab canh gitra
> Tab canh phai
> Tab thap phan: tab nay c6 tac dung sé canh ngay diém
dat dau cham (*.”)
» Tab gach ding: khi dat tab nay sé tao ra mot dwong

thang dirng trén man hinh soan thao
: File Edit View Insert Format Tools Table Window Help Adcbe PDF  Acrobat

NSRS S AR B9 -9 [ 9 @ | 3HRead

2o 1 SRR ST TR ST PRS- SERT ST S

Dinh dang van ban 22
CuuDuongThanCong.com https://fb. ilieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Pinh dang doan g;f— -
» Thiét 1ap Tab bang cdng cu trén thwdc ké
> Nhan chuét trén nat cdng cu dé chon loai tab.
> Nhan chudt 1&n vi tri trén thuwdc ké dé dat tab.

Dinh dang van ban

L 1 2 i 4 5 N 7 8 g -y r 1D
Loai hang donvi  giatién Ngudi mua
Quan 4o bo 737622323 An
Sach quyén 12343.56 Hoang
Bt cai 345,9898 Phong

23


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang doan

7

= S dung trinh don
Format >Tabs
» Nhap twng vi tri tab,
nhan nut Set dé dua
vao danh sach tab.

= Xoba dinh dang tab
> Xo0a mot tab: kéo tab
ra khoi thuwédc ké.

> Xoba tat ca: CTRL+Q

Dinh dang van ban

Default kab stops:

1.27 cm

Tab stops to be cleared:

Aligriment

(*) Left

() Decimal

Leader
(%) 1 Mone

O4_

{:} _enker

() Bar

Clear All

iancel

24


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Noi dung chinh 7~

=  Gidi thiéu chung
= Dinh dang ky tuw
= Pinh dang doan van ban

= Dinh dang trang in

» Khung vién va mau nén

» Panh dau danh sach doan

» Tao ngat trang, danh so trang
» Tao tiéu détrang

= Chia c6t van ban

Dinh dang vén ban 25
CuuDuongThanCong.com . "


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang trang in L —

= Trinh don hage Sefup
File > Page Setup

Top: 2,54 cm

» Thiét lap & giay: o a7

Gukker; 0cm

T h é M a rg i n S Crientation
A)

Portr ait Landscape

Boktom: 2,54 cm

LR

Right: |3.17 cm

LIRE AR R

£

Gutkter position: | Left

Pages
Multiple pages: Marrnal L

Preview

Apply ko; B —

Whaole docurment L' —_

5] (o

Dinh dang van ban 26

CuuDuongThanCong.com https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Pinh dang trang in Qe —

P

= Thiét 1ap khd giay: [REEL

- Margin5| Paper |M|
The Paper P—
[EX I

Width: 21 cm ¥

L

Height: 29,7 cm

Paper source

First page: iother pages:

Defaulk trayw (Automatically SPES Defaulk tray (Butomatically SPES

dukomatically Select =3 aukomatically Select =3

Prinker Auko Select Printer fuko Select

Trav 1 Tray 1

Manual Feed (Traw 1) i Manual Feed (Tray 1) i

Tray 2 2 Tray 2 s
Presiew

apply ko;

W'hole document o

[ Print Options... ]

T

Dinh dang van ban 27

CuuDuongThanCong.com https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dinh dang trang in s

= |n van ban:
> Xem trw¢ce trang in: File > Print Preview
> In: File > Print (Ctrl+P)

Dinh dang van ban

—

Prinkter
tame: | ¥ HP Laserlet 2200 Series PCL v | Praperties
Stakus: Idle _ Find Printer...
Type: HF LaserJet 2200 Series PCL
Where: LPT1: [ ] Print ko File
Comments [ ] Manual duplex
Page range _apies
) Al Mumnber of copies: | &
C," Current page
() Pages: | | 11 Collake
Enter page numbers andfor page ranges '
separated by commas, For example, 1,3,5-12
Print what: |Dn:n:ument w | e
. Fages per sheet: 1 page "
Print: |F'.II pages in rangs v | Bl el | Pad |
Scale to paper sige: |p.,|.;. Scaling w |
Cptions. .. [ (o] 4 ] [ Cancel

]

CuuDuongThanCong.com https://fb.com/tailieudientucntt

28


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

& NOi dung chinh

=  Gidi thiéu chung

= Pin
= Pin
= Pin

N dang ky tw
n dang doan van ban

N dang trang Iin

» Khung vién va mau nén

» Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu détrang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

29


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Khung vién va mau nén —

» Khung vién bao gdm kiéu khung, mau doé day.
» Mau nén bao gdbm mau va mau té.

= Trinh don: Format > Borders and Shading

= Thanh cOng cu:

= iE |

Dinh dang van ban 30
CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d

Khung tay
bién

Dinh dang van ban

Khung vién va mau nén

8 2|

= Tao khung vién: thé Borders

Borders and Shading

Setting:

Borders | Page Border || Shading |

Mone

Box

Shadow

Cuskam

Skyle:
2
SN\ P )\ W v
Color
Aukamnatic W
Width
14 pk W

Prewview

Click, on diagram below or use
buttons ko apply borders

Apply to:

The quick bro

Ap dung
cho ky tw
hay doan

Texk

Paragraph

Show Toolbar

] [ Horizonkal Line, ..

l

4 l[ iZancel ]

CuuDuongThanCong.com

https://fb.com/tailieudientucntt

31


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Khung vién va mau nén ———

4

= TO6 mau nén: thé Shading

Borders and Shading

| Borders | Page Border | shading |

Fill Preview
Mo Fill

Mo Fill

Ap dung
cho ky tw
— hay doan

[ More Colors, ..

| N~ | W
MAL nén{ fEEEEY =

Patterns /
(L akyle: /
NN apply ko
|:| Clear w CEY
Paragraph / F|
Color
Texk
Bukomatic
[ Show Toalbar ][ Horizonkal Line. .. L ik ][ iZancel ]
Dinh dang van ban 32

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d

Noéi dung chinh

Gi¢i thiéu chung

Pin
Bin
Pin

N dang ky tw
N dang doan van ban

N dang trang Iin

Khung vién va mau nén

Panh dau danh sach doan

Tao ngat trang, danh so trang

Tao tiéu détrang

Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

33



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Panh dau danh sach doan o

» DPanh so tht tw hay chén ky hiéu dau méi doan
nham theo déi va quan ly cac doan van ban.
= Trinh don: Format > Bullets and Numbering

W] Documents - Microsoft Word [E=H| R[]

le Edit View Incet Format Tools Table Window Hel ents Type a question for help

i E T obePDF  Acrabst Comm
PO S (35S (8 s 9 o @ [ @ ] §dRead !§4_40ut|inenumbere-TimesNewRoman .12 .| B I g|§§§$§-|g§g;§§;§‘u,wvéj
[]E Y. otz R T S T S - . . . . o T S R R = R LA s .

Bo tai chanh
Thit heo rim man
Com tring
Tra da
, Trang miéng + Khéan lanh
" 2. Thwe Don 2
; o Tém xao bong cai|
e Boxaoxadt
e Calockhotd
, e Trang miéng + Khan lanh
- 3. Thwec Don 3
¢ (01 ngd sen tom thit
e Cabop kho td
¢ Muec xao chua ngot
o Rau muéng xao toi

1. Thwe Don 1

Doc.. | EN < @M SR 23354

Dinh dang van ban 34

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d pénh déu danh séch doan 4

» Panh sb thi tw; Thé Numbered

Bullets and Mumbering

Eulleted  Mumbered l outline Murmbered l Lisk Skyles ]
1. 13 l.
Mone 2. 2 Il.
3. £y [l
A a) a. . Chon
5 6 " ' Cxus:[oml_zie
dé tuy bién
i ] C i
/
1
S - Customize, .. {
Ik Zancel

Dinh dang van ban 35

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

« Tuy bién danh sb

-
Dinh dang

s6 hién thi |
\_

s

Kiéu sb

L

Khoang cach
bién cua sO
va van ban

Dinh dang van ban

CuuDuongThanCong.com

Customize Mumbered List

Murnber Farrmak
1.

Font. ..

Murmber skyle:
1,2, 3, .. W Start ak: |1

4y

Murnber position

Left w aligned at: 0.5 cm =

Text position
Tab space afker:

1.1 cm

Indent at: 1.1 cm

4y

Prewisw

36

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% DP&anh dau danh sach doan g ——

>

= Chén ky hiéu: Thé Bulleted

Bullets and Numbering

Dinh dang van ban

CuuDuongThanCong.com

https://fb.com/tailieudientucntt

Bulleted l Murmbered ] Outline Mumbered l List Stvles l

- | |

Mane . )

- | |

+ 4 v Chon

" - v Cxus:[oml_zie
dé tuy bién

-+ ats ¥

_uskomize. .. f
Ik Cancel

37


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d pinh ky hiéu

= Tuy bién ky hiéu

|

Chon ky
hiéu

N

Customize Bulleted List

J{’E

— danh sach doan ,

Khoang cach
bién cua ky hiéu
va van ban

I

—

Bullet character
. — - - + =
| Fonk... | |§haracter... | | Picture. ..
Bullet position
Indent ak: 0,63 cm =
Texk position
Tab space after:
1,27 cm . Indent at: 1,27 cm (5
Prewview
]
]
[ ]
K | Cancel

Dinh dang van ban

CuuDuongThanCong.com

38

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d

Noéi dung chinh

Gidi thiéu chung

Pin
Bin
Pin

N dang ky tw
N dang doan van ban

N dang trang Iin

Khung vién va mau nén

Panh dau danh sach doan

Tao ngat trang, danh sé trang

Tao tiéu détrang

Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

39



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Dinh dang van ban

€ Tao ngat trang 4

Pat con tré vao vi tri can
ngat trang

Insert > Break > Page Break
Phim tat: Ctrl+Enter

Ngat trang

CuuDuongThanCong.com

- Microsoft Word

@ Document1

I oFEile  Edit Wiew Format Tools Table ‘Window Help

RN = BERE TR NN A W N RN | “
i Times Mew Roman - 12 ~ | B I U |.—|=— = -J--|vév _'

[L]n 5 --|3n-4-u-5-|-5-|-?-|sn-a-n10||11|7—|
ALY T L LT L LB L W L LU AT | L B WL LILE LAL Y I 2 ||
Therquiclk-brown-foxqumps-overthe-lazy-dog »Thequick brown-fox
dog ~The-quick-brown-fox-jumps-over-the-lazy-dog - The-quick-brow:

Page Break

Insert

lazy-doé--The-quick-brown-fox-jumps-over-the-lazy-dog.’ﬂ 2
- The-quick-brown-foxjumps-over-the-lazy-dog - The-quick-brown-fox-
- dog - The-quick-browrn-foxjumps-over-the-lazy-dog ~The-quick-brow: 5
B lazydog -~ The-quick-brown-fox- jump s-overthe-lazy-dog g T
=e@= =R | >
Page 1 Sec 1 212 Ak 1.2cm Lml Col 9

40

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% P&anh soé trang ,f_ =

V1 tri so trang

Dinh dang vén ban 41
CuuDuongThanCong.com https://fb. ilieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d pinh sé trang >

= Insert > Page Numbers

Page Numbers

Position: Breview
VI tri s0 Bottorm of page (Fooker)
trang _ —
Alignment; —
Right I
Binh dang Show nurnber on First page =
s trang
Format... Cancel

Dinh dang van ban 42

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Noi dung chinh

=  Gidi thiéu chung

= Pin
= Pin
= Pin

N dang ky tw
n dang doan van ban

N dang trang Iin

» Khung vién va mau nén

» Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu dé trang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

43



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

¥ Tao tiéu de trang

= Trinh don: View > Header and Footer

Be Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments

‘Xay dung hé théng tim kiém théng tin dira trén khai niém

Van de khong tring khép gitta nhitng tir khoa trong cau hoi va nhitng tir khoa

trong tai liéu dan téi do chinh xac thép. Vi vay, ¢6 nhitng nd luc trén su mé rong cau

_ i [
- hoi (query expansion) va sg mé rong tai liéu (document expansion) dé nhiing vector

chira céc tai liéu lién quan sé gan véi query vector hon. Muc dich ctia sw mé rong that

: ra dé 1am s6 lwong nhitng tir khoa trong cau héi va trong céc tai liéu nhiéu hon bang 2
- cach thém vao nhimg tir khoa lién quan véi ching., Viée mé rong cau hoi co thé duoc :
=solE|zm | i | 3

Page 89 Sec 1 89/108 At 1,2cm Ln Col 56 REC TRK EXT OVR English (U.5.

. \f} s P Fotal .. ey title | 1P i < g § Micros... | E,E.:"l"t-::ngl k... I‘@D-::cu..- I I‘“Z"l"hthucl... en < '%" ?i"f‘" ZATSA

Dinh dang van ban 44

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Tao tiéu dé trang g —

>

« Tiéu dé trang co thé chira ndi dung van ban nhuw
trén trang.

= S dung thanh cdng cu Header and Footer:

Cheén sb
trang

Dinh dang
sb trang

Header and Footer

Insert AukoText = | 1#] 13 | ER O | g Eh |22 | E & 5, | dose

/

Chuyén qua lai
Hader va
Footer

Chén van
ban ty déng

Chén tong
sO trang

Dinh dang van ban 45
CuuDuongThanCong.com https://fb.com/tai tucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

d Noi dung chinh

=  Gidi thiéu chung

= Pin
= Pin
= Pin

N dang ky tw
n dang doan van ban

N dang trang Iin

» Khung vién va mau nén

» Panh dau danh sach doan

» Tao ngat trang, danh so trang

» Tao tiéu détrang

= Chia c6t van ban

Dinh dang vén ban

https://fb.com/tailieudientucntt

46



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Chia cét van ban =

@] Documentd - Microsoft Word

! File Edit View Inset Format Tools Table Window Help  Adobe PDF  Acrobat Comments

idoddgdl vE @980

EE | 91 @) | 4dRead Ed_4 Normal + Before: - TimesMewReman - 12 -~ | B 7 U |

(= el

Type a question for help

vl%Eé;E*:?Ivaf‘-’?vAv!

+
*

- X

[L]E -|o-1a|-z-|l-3-|

L - A - 2 I -

Co11 17

o130 0 14

Thwe Pon 1

e Bo ta1 chanh

e Thit heo rim
mn|

e Muc xao hanh
can

e CatimTu

: Xuyén

: e [l.au chua caloc
: e Com trang
=EEE|=EE ¢ [

Thwe Don 2

e TOm xao bong
cai

e B0 xd0xa ot

e (C416c kho to

e Canh ca1 xao to1

« Lau rau ngot

e Com tl“éng

e Trada

Thwe Pon 3

e (GO61ngod sen
tom thit

e Cabop kho td

e Muc xao chua
ngot

o Rau mudng xio
to1

e Lauchuaca

o Com tring

L}

Page 1 Sec 1 1/1 At 46cm Ln 4 Col 4

e e P TETotal, T Untitl., | Untitl. €Y Gree...

Dinh dang van ban

CuuDuongThanCong.com

REC| | TRK| EXT| OVR| | Vietnamese
T Micr... T Micr... T Micr.. | ©j tong..

s

m

o omr g

Oh'hthu.. | @ Docu.. | EN < @ HlTE G 254 5A

https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Chia cét van ban >

= Trinh don: Format > Columns

s
=5
m
LM
A
LM

[ Binh d6 rong — A
tirng c6t

g c¢ e Twio Three Left R,

MNumber of columns: 3 [ ] Line between
Width and spacing Prewview

iCol #:  Width: Spacing;
1: 4.23cm | [1.27 cm -
Ddi twong ===

Equal coluj
Selected sections

apply ko Selected text

Dinh dang van ban 48

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Chia c6t van ban =

= Chinh stra coOt
> Thay dbi do rong cdt, sd lwong cot, xéa cot,...

> Chén ngat cot: Insert > Break, chon Column break.

Dinh dang van ban

Break byvpes
() Page break,

() Text wrapping break
Section break types

'!:__:I' Mexk page

'::} Conkinuous

{:} Ewven page
() ©dd page

[ a4 l [ Cancel

49

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

