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Muc tieu

» Str dung phan mém MS Word dé soan
thao cac van ban yéu cau chat lwgng cao.
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1. Ky thuat trinh bay van ban nang cao

a. Danh s6 (Numbering)
b. Danh sach da cap (Multilevel list)
c. St dung cha dé (Theme)
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Panh s6 (Numbering)

« Thudng xuén dwoc st dung dé danh soé
cac doan, cac muc trong van ban.

« C6 thé két hop v&i cac nhan va kiéu dinh
dang (Style).

» Vi du: cach danh so cac vi du (bai giang),
cac buwoc (qui trinh), cac diéu (qui ché), ...

« Uu diém: Ty gan/cap nhat gia tri trong qué
trinh soan thao.
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Vi du

* Tao numbering
chuyén dung dé soan
cac diéu khoan trong
mot van ban, qui ché.

HOp tuy bién Define
New Number Format

Define Mew Mumber Format

Mumber format

Mumber style:

1, 2, 3, ... e

Mumber format:

7S]

Font...

Pigu 1.

Alignment:
Left W

Preview

Biéu 1.
Biéu 2.

Piéu 3.

QK

Cancel
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Pat gia tri danh so

Bat dau
danh sach
maoi

F |

>et Mumbering Value | T || & |

ﬁi} Start new list

@:‘E} Continue from previous list
danh sach _ .
Advance value (skip numbers)
Set value to: \
Tuy con
a = nang cao
khéi dau .
Preview: a)

cance

2/19/2020 Chwong 1 - X ly van ban nang cao 8



Danh sach da cap (Multilevel List)

» Thich hop cho danh s6 cac chwong, muc,
tiéu muc trong cac van ban cé cau trdc
(bai bao khoa hoc, giao trinh, khéa luan,
tiéu luan, ..)

S dung két hop v&i cac style dinh dang.

- Vi du: Danh séach da cap st dung cho viéc
danh so cac chuong, muc khoa luan.
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Tao danh
sach da
cap mai

2/19/2020

Define new Multilevel list

Click level to modify:

CHUWFCO'NG 1 Heading f

3

4 1.1 Heading 2

3 1-1-1Haa—:ir-;3

5 1-1.1.1Haa-:ir-;4

! 1.1.1.1.1 Heasing £

g 1-1.1-1-1-1Haa—:ir-;6
1.1.1.1.11.1 Heading T
1.1.11.11.11 Heading &
1.1.1.11.1.1.1.1 Heading &

Mumber format

Enter formatting for number:
CHU'ONG 1

Font...

Mumber style for this level: Indude level number from:

1, 2, 3, ... e
Position
Mumber alignment: || .q « | Aligned at: g~ =
Text indent at: 0.3" = Set for All Levels...

=< Less

[ 7S]

Apply changes to:

Whale list L

Link level to style:
Heading 1 e

Level to show in gallery:

Level 1 o

ListMum field list name:

Startat: |4 =

Restart list after:

[ ] Legal style numbering

Follow number with:

Tab character L
[ ] Add tab stop at:

0.3 -

(8] Cancel

Chuwong 1 - Xt ly van ban nang cao
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St dung chi dé (Theme)

» Theme: Tap cac yéu to dinh dang (mau
sac, font chir, hiéu rng hinh anh) ap dung
cho cac doan trong van ban.

 Thay dbi theme => thay ddi mau sac, font
chi¥, hiéu trng trong toan van ban.

* Thao tac Theme:

—Word 2010 => Page Layout

—Word 2013 => Design

2/19/2020 Chwong 1 - Xt ly van ban nang cao
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Chon
Theme

2/19/2020

B Hd S O&-

HOME INSERT DESIGN PAGE LAYOU
Aa ‘ Title TITLE Tithe Title '
= e e B2 . 1 | Word 2013
Themes = —_ = S S
Office
Aa Aa Aa Aa
- Summme - | - ———
Office Banded Berlin Facet
Ac Aa Aa Aa
T B T mm wmm mns == EmmEe 2
Integral lon lon Board... Organic
Aa AQ Aaq Aa
amEmm - [ 2 1 8 1 [ R4 r------ <
Retrospect Shice Wisp Droplet
Aa Aa
m mEeas Bm mam
Metropolitan Vapor Trail

Reset to Theme from Template

r@ Browse for Themes...

[':18 Save Current Theme...

» Luu theme

Chuwong 1 - X ly van ban nang cao

— Tao theme mai
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FILE

—
Aa

Themes

_EDJ Paragraph Spacing *
Ef'Fe:IS'

. . 05&’[ as Default

UtahColors
UtahCalors1

Office

Office 2007 - 210
Grayscale

Blue Warm
Blue

Bluell

Blue Green
Green

Green Yellow
Yellow

Yellow Orange
Orange
Orange Red
Red Orange

Red

Red Violet
Violet
Violet I
Median

13

HOME  INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES — MAILNGS  REVIEW ~ WIEW  DEVELOPER  novaPDF
Title TITLE Title Title Title Title e T4 .
| o Title H:E - TITLE Tile  Title H A
:'.';::-Tu w "wmﬂ;um ::!:.H::-JT:-H iy “Hll._- n&h“—:;.:-“‘._-: D b i :ﬂ::: " F'lr_‘-l:u.h.t\! Hi g 1
Document Formatting Custom
, AUNEECEN
Create New Theme Colors @ Mau saC E.D...D..
: | Offi
. . di theo | S
eme colors ample h .D.IIDI.
Text/Background - Dark 1 t e m e .D.l.ll.
Text/Background - Light 1 :SE:::::
Text/Background - Dark 2 - .D.l.ll.
Text/Background - Light 2 - .D.l.l.l
A NEERER
e =] AONEDEE
Bt 2 A EENERE
Accent 3 .DD.I.I.
ot e
Accent 5 |
e
Accents | NORCNEEN
Hyperlink .D.l.ll.
. W ][]
Followed Hyperlink g
\ E;lDllllll
Mame: |Custom 1 ‘ :g::::::
‘ sae ‘ ‘ cancel | Tuy Chon < | Customize Colors..,
ta0 mau
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FILE HOME  INSERT  DESIGN ~ PAGELAYOUT  REFERENCES  MAILUNGS  REVIEW  VIEW  DEVELOPER  novaPDF - _
A = Paragraph Spacing ~
Tme.,_nﬂ T|TI.[ It Title TITLE '“Hi Title Title TITLE TmE Tltle T-itle n E D EﬁE[tS -
— I.‘:u‘::.‘.:-ll.u:: :‘:‘-!I:I::"LNM I:‘:E%;.:-: eadine | HEALbG %:LTM_ LHAs) E:;:I::ﬁu . fﬁflh.l-ﬁ'\h‘! FHeading 1 HNIﬂI'IH L Fﬂnts OS DEF |
Themes ZEhTh SUSE R s BRER IUUSI SEMEL cooe .oion. FEEIDE DEREE e Colos S et as Uefault
T — I — B — - r [UStDI‘I"I
A Custom 1
P h on g A Times New Eoman
Ch& dl a Tites New Rotman
Create New Theme Fonts (7] =] theo UtahFonts
A Tahoma
Heading font: Sample theme a Catnhria
Trebuchet M5 v Head-ing P UtahFonts1
Eody font: Body text body text body text. Aa Taholma
Trebuchet M5 v | Body text body text. v Cambria
Office
Mame; | Custom 2
Office
— ZlE Calibri Light
Aa Calibri
Office 2007 - 2010
Cambria
Aa Calibri
Calibri
Calibri
Aa Calibri
Y\ Arial
Tuy chon tao o
RN Aa Arial
phong chu Al
2/19/2020 Chuwong 1 - xlmmn ban nang ca® Customize Fonts.. 14
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2. S dung cac doi twong trong van ban

a. Dau sach (Bookmark)

b. Siéu lién két (Hyperlink)

c. Cong thire trong bang (Formula)
d. Trwdng di liéu (Field)

e. Quick Parts

2/19/2020 Chwong 1 - Xt ly van ban nang cao 15



Dau sach (Bookmark)

» Panh dau cac vi tri quan trong trong tai
lieu.
* Thao tac co ban:
— Tao bookmark
—Di chuyén t&i bookmark
— X0a bookmark

2/19/2020 Chwong 1 - Xt ly van ban nang cao

16



Tao bookmark

* Dét Con tré tal Vi Bookmark name:
tri bookmark;

* Insert| Bookmark;
 Nhap tén
bookmark;

. Nhéap Add.

2/19/2020 Chwong 1 - X ly van ban nang cao

Bookmark | 8 | 2= |
Chuand? Add
() Location
|:| Hidden bookmarks
Cancel
17




Di chuyén té&i bookmark
« Nhan Ctrl + G (hodc Home | Find | Go
to...);

* HOp thoai Find and Replace: Chon
Bookmark => nhap tén Bookmark => Go To.

Find and Replace @

5o to what: Enter bookmark name:

Page ~ Chuan42 W
Sect

L

Go To Close

2/19/2020 Chwong 1 - X ly van ban nang cao



Siéu lién két (Hyperlink)

» Chubdi ky tw (hodc hinh anh) lién két t&i
moét tap tin, mot vi tri tai Ijéu, mot dia chi
email hoac mét tai liéu can tao.

* Chen hyperlink:

—Chon chuoi ky tw/hinh &nh mudn gan
lien két;

—Insert | Hypelink;

—Chi dinh ddi twong lién két toi.



Lién két t&i tap tin

» IEM

Link to:

Existing File
or Web Page

Place in This
Document

Create New
Document

&

E-mail
Address

Insert Hyperlink
Text to display: Bang 1: Ma tran bao phd screenTip...
Look in: .. Caitien chuong trinh THUD W IE‘_I
l. TH cdu 15.3.13 E.gukmarknl
CUMEnt | 7} 2018- THUD_De cuong-2.4.pdf
Cac y kien bo sung.docx Target Frame...
. 5 diem TB.docx
_::a";:: Mol dung Word, Excel nang cac.docx
THUD-Problems.docx
Recent @ Trinh bay noi dung phan THVP nang cac.pphx
Files
Address: | W
OK Cancel

2/19/2020
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Lién két toi vi tri tai liéu

Insert Hyperlink @
Link to: Text to display: sScreenTig...
Select a place in this document:
Existing File -~ Top of the Document
or Web Page i
=~ Headings
= CHUONG 1: TONG QUAN VE THUGNG MAI DIEN TU
%] | Khéi niém thuong mai dién tir Target frame...
Place in This B : i ] g. L
Document - Thuong mai dign tuo thuan tdy hodc mot phan
.. Cac t& chifc thuong mai dién tir
¥ .. Cac thi truitng va mang dién tr
Create New - Lich sir phat trién cda thuong mai dién t
Document - Cac dic diém cia thuong mai dién b
Cé mat khap nai (Ubiquity)
el <
E-mail
Address
Cancel
2/19/2020 Chwong 1 - X ly van ban nang cao

21



Lién két tao tai liéu moi

Insert Hyperlink @
Link to: Text to display: sScreenTip...
Mame of new document:
Existing File
or Web Page
Full path:
@ D:vDH ngan hangiTin hoc ung dung'Cai tien chuong trinh Change... Target Frame...
_ ) THUDASlide bai giang’, —
Flace in This
Document
g} When to edit:
Create New ~
Document - Edit the new document later
® Edit the new document now
E-mail
Address
JF Cancel

2/19/2020 Chwong 1 - X ly van ban nang cao 22




Lién két dia chi email

Insert Hyperlink @
Link to: Text to display: | mailto:maiht@buh.edu.vn?subject=Danh sach may cha screenTip...
E-mail address:
Existing File mailto:maiht@buh.edu.wvn
or Web Page
Subject:
@ Danh sach may cha
Place in This | Recently used e-mail addresses:
Document mailto:williamnelson@hypotheticaluniversity.com
Create New
Document
E-mail
Address
oK Cancel
2/19/2020 Chwong 1 - X ly van ban nang cao
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Chen cbng thire trong bang

* Lénh Layout | Formula.
* Nhap cong thuc, dinh dang.

» Tham s6 ham: ABOVE, BELOW, LEFT,
RIGHT.

« Tinh todn lai: nhan F9.

2/19/2020 Chwong 1 - Xt ly van ban nang cao
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HOp thoai Formula

Formula

Formula:

=5UMABOVE]

Humber format:

Paste function:

Paste bookmark:

OK

Cancel

e DOANH SO | DOANH SO
DAIDIEN BANHANG | o\ 7 | THANG 2

Nguyén Thi Lan Anh 100000000 52000000

59750000 47500000
47300000 64300000
50125000 51200000
47123000 43400000
304298000 258400000

2/19/2020 Chwong 1 - X ly van ban nang cao
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Chup va chinh stra hinh man hinh

* Chup man hinh: Insert | Screen shot
* Chinh stra hinh:
— Cat (Picture Style), Xén hinh (Crop);
— Lat (Flip), xoay (Rotate),
— Thay doi do sang toi;
— X6a nén
—Neén hinh (Compress)

—Dinh dang (mau sac, dwdng vién, hiéu
tng, kich thuée, vitri... );

— Ché dd wrap text

2/19/2020 Chwong 1 - X ly van ban nang cao
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Pai twong Quick Part

 COng cu chén nhanh cac phan lap lai
trong van ban => giam thdi gian, cong swc
soan van ban.

» Cac loai Quick Part:
— Chubi ky tw, so do, hinh &nh, bang biéu;
—Chubi tw ddng (AutoText);

—Thudc tinh van ban;

—Trwdng di liéu (Field):

2/19/2020 Chwong 1 - Xt ly van ban nang cao 27



Cac thao tac co ban

* Tao Quick Part;
* Chen Quick Part;
» X0Oa Quick Part.

2/19/2020 Chwong 1 - X ly van ban nang cao
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Tao Quick Part

» Chon chubi, bang, hinh;

* Quick Part | Save Selection to Quick Part

Gallery.

=] Quick Parts~ [ # Signatureline = TL E

il AutoTed 4
= Document Property b
i Field..

; Building Blocks Organizer...

2/19/2020

Create Mew Building Block
Marme: QJr1
Gallery: Quick Parts

Categary: General

Description:
Save in: Building Blocks
Dptions: Insert content anly

Ok

EAE

Cancel

Chuwong 1 - Xt ly van ban nang cao
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XoOa Quick Part

 M& Quick Part
Gallery => chon
moOt Quick Part
muodn x6a =>
nhap Delete.

B qB Organize [7 | = |
Building blocks: Click a building block to see its preview

Mame Gallery Category Template &) =
Area of Circle Equations Built-In Built-In Buil...

Trig Identity 2 Equations Built-In Built-In Buil...

Expansion o... Equations Built-In Built-In Buil...

Binomial T... Equations Built-In Built-In Buil...

Conservative Footers Built-In Built-In Buil...

Contrast (O... Footers Built-In Built-In Buil...

Mewsprint Footers Built-In Built-In Buil...

Blank (Thre... Footers Built-In Built-In Buil...

Blank Footers Built-In Built-In Buil...

Motion (Ev... Footers Built-In Built-In Buil...

Austere (Ev... Footers Built-In Built-In Buil...

Puzzle (Eve.. Footers Built-In Built-1n Buil...

Stacks Footers Built-In Built-In Buil...

Puzzle (Odd... Footers Built-In Built-In Buil...

Transcend (... Footers Built-In Built-In Buil...

Exposure Footers Built-In Built-In Buil...

Transcend (... Footers Built-In Built-1n Buil...

Pinstripes Footers Built-In Built-In Buil...

Mod (Odd ... Footers Built-In Built-1n Buil...

Motion (Od... Footers Built-In Built-In Buil...

Tiles Footers Built-In Built-In Buil... b
P S S N e e nea Y| Blank

< ¥ Blank footer

Edit Properties... Delete Insert

Close

2/19/2020 Chwong 1 - X ly van ban nang cao
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Chuoi tw dong (AutoText)

« Chubi ky tw tat thay cho chudi thuwdng
Xuyén lap lai trong van ban.

VD: DHNH <F3> => DPai hoc Ngan hang

H C M . [? |[=]

« Cac thao tac: T =
—Tao AutoText; o =
—Chen AutoText; et [lonad_ :
— XOa AutoText. )

2/19/2020 Chwong 1 - X ly van ban nang cao 31



Trwong dir lieu (Field)

« Cac vitri dwoc
chen dir liéu tw
mot nguon nao
do.

* VD: Cong thure,
bang, ngay thang,
tén tac gia, dia
chi, ...

2/19/2020 Chwong 1 - X ly van ban nang cao

Please choose a field
Categories:
(Al

Field names:

AddressBlock
Advance

Ask

Author
AutoNum
AutoNumLgl
AutoNumQut
AutoText
AutoTextList
BarCode
Bibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database

Description:

Calculate the result of an expression

Field Codes

Field

Field properties

Formula...

Click the button below to set advanced field options

Preserve formatting during updates

Cancel

32




Thudc tinh tai lieéu (Document Properties)

« Thong tin vé tai liéu:

* Thao tac:
— Abstract; —Tao:
— Author; _Chen.
— Category;
— Comments,;

—Company;

2/19/2020 Chwong 1 - X ly van ban nang cao
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Thém cac khoi di¥ liéu vao van ban

2/19/2020

Building blocks:

Building Blocks Organizer

Click a building block to see its preview

(%l

Mame
Biblicgraphy
References
Works Cited
lzn (Light]
Motion
ViewMaster
lon (Dark)
Integral

Grid

Filigree
Slice (Light)
Austin

Slice (Dark)
Whisp
Banded
Retrospect
Facet
Semaphore
Sideline
Taylor Expa...
Quadratic F...

Nl _I_1T

£

Gallery
Bibliograp...
Bibliograp...
Biblicgrap...
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Cover Pages
Equations
Equations

| SR 1.

Category Template 2 -
Built-In Built-In Buil...

Built-In Built-In Buil...

Built-In Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-in Built-In Buil...

Built-In Built-In Buil...

Built-In Built-In Buil... M
Aol 1 moow - noa | Bibliography

————— > Automatic bibliography that includes all sources

Edit Properties.

Delete ( Insert )

associated with the document

Close

Chuwong 1 - Xt ly van ban nang cao
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3. Mét s6 chirc nang khac

'ao muc luc

"ao danh muc bang, hinh

"ao danh muc trich dan tai liéu
ron thw

00T ®
|

2/19/2020 Chwong 1 - X ly van ban nang cao 35



Tao muc luc

« Cac thao tac co ban:
—DPanh dau cac muc:
—Chen muc luc;
—Cap nhat muc luc;
— X06a muc luc.

2/19/2020 Chwong 1 - Xt ly van ban nang cao
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Panh dau cac muc

* Hai cach:
— S dung cac style Heading;

—DPanh dau cac muc mudn dwa vao muc
luc bang References | Add Text

2/19/2020 Chwong 1 - X ly van ban nang cao

37



Cheén va Hiéu chinh muc luc

References |
Table of Content

Hién thi so trang

~

Canh phai sb trang +~—

Puong dan
diéu hudng
Cap do hién thi ~——

Cac tuy chon

Table of Contents

< |

Str dung lién
. két thay cho

Print Preview Web Preview
HEading 1..cucveereenssersessseeens 1| | [Heading 1 A
LT T1T: 3 Heading 2
Heading Ju...eeerusemmenreessannnes 5 Heading 3
¥ ¥
\E Show page numbers Use hyperlinks instead of page numbers
—E Right align page numbers
¥

/Tagleader: .......

General
Formats: From template
= Show |evels; |3 =

sO trang

_ Kiéu dinh

cho muc luc

2/19/2020

Chuwong 1 - Xt ly van ban nang cao

Options..,

oK

Modify... e

Cancel

dang muc luc

Hiéu
— )
chinh

38



Cap nhat muc luc

« Chi cap nhat so trang

* Cap nhat toan muc luc

2/19/2020

'-

|7 [ =

Word is updating the table of contents. Select one of

the following options:

(®) Update page numbers only

() Update entire table

QK

Cancel

|

Chuwong 1 - Xt ly van ban nang cao



Danh muc hinh va bang

» Tao tiéu dé cho bang/hinh
» Tao bang danh muc bang/hinh
« X0a bang danh muc

2/19/2020 Chwong 1 - X ly van ban nang cao
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Danh muc hinh &nh, bang biéu

REFERENCES =~ MAILINGS

:E] ,r:ﬁ,.l. Manage Sources

—  [EZstyle [apa -
et
stion = &[4 Bibliography ~

REVIEW  VIEW  DEVELOF

@ |D| Insert Table of Figures

Insert
Caption

Update Table
E||_:| Cross-reference

Citations & Bibliography

Caption

Caption:

Captions

' I

Figure 1

Options

Label: Figure

Position: | Below selected item

D Exclude label from caption

Pé thém danh muc cho

hinh anh hoic bang biéu,

ta lam nhu sau:

e Vao thé References =>
trong nhom Captions,
chon Insert Caption.

———— Tijéu dé cho hinh anh hoic bang biéu

Ve (Chon nhan danh muc hinh anh hoic bang biéu
ve—— Vj trf cua tiéu dé so véi hinh anh hoac bang biéu

New Label...

Humbering...

AutoCaption... 0K

Cancel

» Loai trir nhan khoi cha thich hinh anh hodc bang biéu

» Cach danh s6 hinh anh hoac bang biéu
» Tao nhan moi

» Tao tw dong chu thich hinh anh hoic bang bidu



Danh muc hinh &nh, bang biéu

Nhan cua cht thich g

Bao gom nhan va s6 <

2/19/2020

- 9
Table of Figures :

Index = Table of Contents Ta Table of Authorities

Print Preview Web Preview

Figure L Texto e 1|~ | |Figure 1: Text A

FIgure 2: TeXtuummmessnsssannes 3 Figure 2: Text

Figure 3: TeXtuummmessnsssannes 5 Figure 3: Text

Figure 4: Text. . 7 Figure 4: Text

v | C. T . v

Show page numbers Use hyperlinks instead of page numbers

Right align page numbers

Tab leader | ... ¥

General

Formats: From template v

e (_aption label: | Figure L) A )
Hiéu chinh
_ Include label and number ‘
danh muc
Oipti o Modify.., _} N ”
=Prans Modty hinh anh
hoac bang
oK Cancel .2
biéu



Trich dan tai liéu tham khao

 Danh muc tai liéu tham khao:

—Tac gia/nhdm tac gia;
—Tén tai liéu;
—Nha xuat ban:
—Thanh pho;

—Nam xuat ban.

« Trinh bay theo chuan xéac dinh.

2/19/2020 Chwong 1 - Xt ly van ban nang cao
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Chon chuan trich dan

* Reference | Citation & Bibliography | Style
— |[EEEE (khoa hoc — ky thuat);
—APA;
—1S0;

2/19/2020 Chwong 1 - X ly van ban nang cao
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Thém trich dan tai liéu

2
T REFERENCES =~ MAILINGS Create Source -
Fﬁl Type of Source |Book L Language | Default W
H\f E'MEHEHESGUKE Bibliography Fields for Chicago
| Eaﬂt}dg I:hi[agg. v Author |MC Londan Edit
nsert [ | Corporate Author
Eitﬂtiﬂﬂ [ E/EI Elbllugraph}r' Title |Ecommerce
Citations & Bibliography Year 2014
City
Publisher

|:| Show All Bibliography Fields

Tag name Example: 2006

> MCL1 oK Cancel
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Quan ly nguon tai liéu trich dan

Search:

Sources available in:
Master List

Internet of Things 1a gi? A

Dr. Ovidiu Vermesan, Dr. Peter Friess; Internet of Things: Converging Tes
L5G Sky Chefs - Energy Efficiency Analysis with Exchange of cooling inst
loyce Cox and Joan Lambert: Microsoft PowerPaint 2013 Step by Step
Lisa A, Bucki, John Walkenbach, Faithe Wempen, Michael Alexander, Dis
Bhagyashri Katole, Manikanta Sivapala va Suresh V.; Principle Elements i
(EVN], Tang cong ty dién Iuc Viét Nam; Bao cao thudng nién nam 2016 |
Anh, BUi Qudc; Epfen - Super Computer (2017)

Association, G5M; Understanding the Internet of Things (loT) (2014
Evans, Dave: The Internet of Things - How the Mext Evolution of the Inte
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Browse..,

Preview [Chicaga):

Source Manager

Copy -»
Delete

Edit...

sort by Author v

Current List
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Joyce Cox and Joan Lambert; Microsoft PowerPaint 2013 Step by Step
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Kiéu trinh béy tai =l Manage Sources . [ Insert Table of Figures D B
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Lam viéc voi khung dany

« S dung bd cbng cu Outline Tools (Thé
View | Outline).
« Cac chirc nang co ban:
—Xem khung dan y (cau trdc phan cap da
muc da cap) tai liéu;

— Tao muc mo;

—Thay dbi cap (level) muc;
— X6a, di chuyén muc.
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Dutlining Home Insert Page Layout References Mailings Review View

@- Show Level: Level 2 * - 3
+a @ Level 2 - o = : B
Show Text Formatting —
a v G = S Show Collapse Close
[C] show First Line Only Document Subdocuments | Qutline View
Cutline Tools Master Document Clase

+
b

© 1.2 L||:I1 SIF I1||1I1tha|1I1 v aquatrmhphat trién cia Sacombank — chi
nhanh Go Va ap

-
© 2.4 Mobile Banking .
© 2.5 Phone hanking .
. M A F TTer wdhamnsn Fihes nvin dink wrar T dhaslrie s
A 3
Page: 21 of 41 | Words: 10,220 | <& English (U5 | | B ER[z= 100 () [] (+)
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Thw tin

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES ~ MAILINGS ~ REVIEW  VIEW  DEVELOPER  novaPDF

=g b @

Envelopes Labels Start Mail  Select
Merge ~ Recipients -

Create start Mail Merge Write & Insert Fields Preview Results Finish

* B6 cong cu Mailings:
—Tao bia thw (Envelopes),

—Tao nhan (Labels);

— Tron thw (Mail merge).
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Tron thw

» Tao va in thw gl cho nhiéu ngwdi nhan.

» Cau trac:
—NO&i dung chinh (chung cho cac thw);
—Thong tin nguwoi nhan.

* Nguyen ly: Chen thong tin ngwoi nhan (twr
danh sach tao san) vao van ban chinh (ndi
dung thuw).



Thuwc hién

* Tao & lwu danh sach ngu®i nhan (bang
excel, word,...);

» Tao van ban chinh (nbi dung thw);
« Mo tap tin danh sach ngwdi nhan;

* Chen thong tin ngwdi nhan (Field) vao van
ban chinh;

e Tron & In thuw.



Cong cu

* Thwce hién thu cong cac bwdc voi cac [énh
twong wng trén thanh cong cu;

* S dung trinh thdng minh Step by Step
Mail Merge Wizard.

2/19/2020 Chwong 1 - Xt ly van ban nang cao 53



Danh sach ngwol nhan

b

i DESIGN  PAGELAYOUT  REF
Select Edit Highlight A

Recipients = Recipient List = Merge Fields

Nhap
danh

sach moi

BT TypeaNew List.
— " Usean Existing List..

[85] Choose from Outlook Contacts...
Str dung danh
sach cé san trong
tap tin MS .
Excel, MS ‘ gf]g
Access, ... ) >
>4 Ong
5 Ba
6 Ba

1 Danh xwng Ho
Nguyen Vin -~ Nam
Nguyen Mai  Lan

Mai Vin
Lam Ai

New Address List

Type recipient information in the table, To add more entries, click New Entry,

7 =]

Title v ‘ First Name v | Last Name v ‘Cﬂmpan}r Name ‘ Address Line 1w |
la
4 »
Hew Entry Find...
Delete Entry Customize Columns... oK Cancel

Tén Tén cong ty
Truong PH Ngéan hang TP.HCV 39 Ham Nghi

30 Phan Dinh Phung
40 L¢ Trong Tan

20 Nguyen Hug

12 Nguyen Du

Nhi Ngan hang ABC
Nguyen Nam  Anh

Dia chi 1

Tredmg CD Kinh t€ doi ngoai
Trudng CD Kinh t€ doi ngoai

Ngén hang Sacom




Chinh stra danh sach ngwdi nhan thw

Mail Merge Recipients (7 [=]

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK

Data Source F Danh xing + | Ho v|Tén | Téncingty + | Blia chi 1

( F ( ( ong t ( ( §
danh sach mailadsx [V B3 NguyenMai  Lan Trugng CP Kinh té€ dai .. 30 Phan fir
danh sach mailadsx [V Ong Mai Van An Truing CB Kinh té d6i .. 40L& Trong
danh sach mailadsx [V B3 Lam Ai Nhi Ngén hang ABC 20 Nguyén
danh sach maildsx [V B3 Nguyen Nam  Anh Mgan hang Sacom 12 Nguyen
< »
Data Source Refine recipient list

danh sach mail.xlsx %l Sort...

T Fitter..
9 Find duplicates..

U’.‘} Find recipient...
D Validate addresses...

Edit... Refresh

oK
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Cheén truwdng dir liéu dé tron thw

MAILINGS = REVIEW

j = G Rules -

ad
EE Match

o |
oo

ting Insert Merge
e Fieldw & Updal

—

t&1lf Danh_ung

Ho

Tén Chon truong

Tén_cong.ty _ trong glanh
o sach dé dua

Dia_chi_1 vao tron thu

Bia_chi 2

Thanh_phé

—
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N PAGELAYOUT ~ REFERENCES  MAILINGS ~ REVIEW  VIEW

ﬂ B D ﬁ [ Rules~

3 & Match Fields

Edit Highlight Address Greeting Insert Merge
Recipient List MergeFields Block Line  Field~ Lo Updatelabels
rge Write & Insert Fields

1 g i 2 3

Kinh gizi: Ong Nguyén Vin Nam

DEVELOPER  novaPDF

{

Resy

—

M 4
[0 Find Recipient
P p

e QEheckfurEr rs

’

Preview

Preview Results
4

v v

Xem
truoc
ket qua
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Hoan
thanh va
tron thu

ID_}

Finish &

Merge

ED Edit Individual Documents...
'IE:E, Print Documents...

D Send Email Messages...
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