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KY THUAT TRINH BAY LUAN VAN TREN WORD

1. BAI TAP THU'C HANH TRINH BAY LUAN VAN
1.1. BAI TAP 1
YEU CAU:

- Chuyén bang ma Tiéng Viét.
- Tao va quan ly Style.
- Tao muc luc tu dong.
CHUAN BI:
a) Chuyén bang ma Tiéng Viét:
- Néu chuyén tir ClipBoard thi mé tép tin vin ban Tiéng Viét can chuyén, sau d6 Copy vin ban
Ctrl+C.
- Néu chuyén tur tap tin *.rtf thi mo tap tin van ban va luu lai thanh dinh dang * .rtf.
- Khéi dong chuong trinh gd Tiéng Viét Unikey.

- Nhip phai trén biéu trong Unikey (ndm & khay hé thong, goc phai duéi man hinh)->chon Cong
cu (CS+F6).

Bang ma Lwa chon

Ngudin [vm Windows v] [ sang chi¥ hoa

[] sang chii thwéng
[ Loai bd déu

[ Knéng ding rich text
1]l Béo bang md . .
[ piing bé font tdi thifu

[7] chuyén mé clipboard

Bich | unicode -|

File

. i
File nguon

File dich

Chi ho tro file text va file Rich Text Format (RTF)
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- Chon ma ngudn (mi chua chuyén).
- Chon mi dich (ma sau khi chuyén).
- Néu chuyén ma tir Clipboard (Ctrl+C) thi nhip chudt chon muc Chuyén mé ClipBoard.

- Néu chuyén mi dung tap tin RTF thi truy xuat 14y dudng dan cia tap tin rtf va chon duong dan

chira tap tin sau khi chuyén ma.

b) Tao style:
- Menu Home=>Multilevel List=>Define New Multilevel List...

- Qui dinh cach danh sb cho cac Level can ding.

Define new Multilevel list li‘ﬂ—hj

‘Current List
. kel el to modify: Apply changes to:
I a CHUFONG |- Heading 1 m—— Current paragraph
i 1 ink level to ctyle:
a). Heading 1 |z|
List Library a)
1) Level to show in gallery:
1) 1 (a) - Level 1 |z|
None a) 1.1 i)
o) 114 (a) Listhum field list name:
i)
Mumber format
S icle |, Head
. Article |, He=2 IS for number: Startat: |1 4
Section 1.01 1 ading = |
() Hesding I|C'—H‘J‘0‘NG I I | [ Eont... ] Restart list after:
Mumber style for this level: Indude level number from:
I, IL, 100, ..
| Heating 1 Chapter 1 & . [ Legal style numbering
- Heading 2 Paosition
Hesdin | | Heading 3 Number alignment: || . E| Aligned atdl (g om | = 1 er with:
— Textindent at: Oom 2 Set for All Levels... |Z|
= Add tab stop at:
Define New Multilevel List.., 0em

- Khi soan thao thi qui dinh doan tuong g gan vdi heading can ding. Chon menu Home=>chon

Heading theo mong mudn. Xem vi du ¢ hinh bén duéi: Heading 1 qui dinh danh s6 1a “A.”.

= [- AaB a). AaBl a) AaBb
£ Heading 2 Heading3  Heading 4
Styles

-
r
]
=
n
o
d
@
w

I T R T P R X

BENH AN HO HAP
A"PHANILUHICHANH1
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- Hiéu chinh style cho cac Heading da dung. Qui dinh mot vai thong tin nhu sau: Font, kich thudc

Font, Canh 18, thut 1&, Dinh khoang cach dong, khoang cach doan,...

+ Nhip phai trén Heading twong tmg trong menu Home—>chon Modify...

Fi ino
Times New Roman |Z| 15 |Z| I U Automatic |Z|
= = = = = = | 12 2| &= =
‘ PHAN JANH CHANH

Font...
Paragraph...

A. Aal| 1- AaB a) AaRl a) AaBb A
Heading Update Heading 1 to Match Selection Taben
¥ Modify... Border...
Select All 2 Instance(s) Language... i pt, Indent:
617 Frame...
I Repame... Mumbering...
Remove from Quick Style Gallery Shortcut key... FammErE TR
Text Effects... New documents based on this template
Add Gallery to Quick Access Toolbar
c) Tao muc luc tw dong:
- Menu Insert->QuickParts—>Field...
Categories: Click the button below to set at Print Preview Web Preview
() [-] 2 HEADING 1
Field names: Table of Contents... (] Q (
SectionPages - STYLE HEADING 1 +
o CENTERED........occvriesssrne 1 CENTERED
SkipIf STYLE HEADING 1+ STYLE HEADING 1 +
SheRef JUSTIFIED....o.ocommmmnrnssisssen 1 JUSTIFIED
ject e
_?_;mbo\ Show page numbers Use hyperlinks instead of page numbers
TC Right align page numbers
:II'_Ien:'napIabe Tab leader: |.......
Title
e eneral
55 =
Userlnitials ‘ 1 Formats: From template E|
UserName b
XE 2 Show levels: |3 3

- Chon TOC trong danh sach->chon nut Table of Contents. ..
- Chon mot vai tuy chon:
¢+ Show page numbers: Hién thi/An s trang.
¢+ Right align page numbers: Canh 1& s6 trang bén phai.
+ Tab leader: Du din phim Tab.
+ Formats: Chon kiéu muc luc.

¢+ Show levels: Sé level hién thi trong danh muyc.
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THUC HANH:

Céu 1: M¢ tap tin TrinhbayLuanvan_ DHYD.docx. Chuyén dinh dang tir bang mi dang dung
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sang bang ma Unicode. Luu thanh tap tin méi TrinhbayLuanvan.docx.

Cau 2:

A). Tao style cho van ban trong tap tin TrinhbayLuanvan.docx nhu sau:

Level 1:

X/
L X4

Heading 1.

Dénh s6: PHAN 1, PHAN 2,...
Binh khoang cach van ban sau danh
s0 la: Space.

Font: Arial; Size: 12; In dam.
Khoang cach doan: Before: 6pt;
After: 3pt.

Thut 1&: Ocm.

Level 2:

X3

S

X3

*¢

>

L X4

X3

S

X3

S

L X4

Heading 2.

Dénh sb: 1.;2.; 3.

Dinh khoang cach van ban sau danh
s0 la: Space.

Font: Arial; Size: 12; In nghiéng.
Khoang cach doan: Before: 3pt;
After: 3pt.

Thut 1&: 0.5cm.

Level 3:

e

%

X/
X4

L)

X/
X4

L)

e

%

>

K/
*

>

K/
*

Heading 3.

Panh s6: a).; b).; ¢).

Dinh khoang cach van ban sau danh
s0 la: Space.

Font: Times New Roman; Size: 12;
In nghiéng; In dam.

Khoang cach doan: Before: 3pt;
After: 3pt.

Thut 1&: Tcm.

Vin ban ngi dung:

53

A

53

A

X/
X4

L)

X/
X4

L)

53

A

X/
X4

L)

7/
X4

*,
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Normal.

Font: Times New Roman; Size: 13.
Khoang cach doan: Before: 3pt;
After: 3pt.

Khoang cach dong: 1.5lines.

Thut 18 trai: lem.

Thut 18 dong dau tién: 0.5cm.

Canh 1&: Justify.
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B).

Tao muc luc tu dong cho style da qui dinh ¢ cau A) nhu bén dudi:

PHAN 1. NOI DUNG VA HINH THUC LUAN VAN
1. Vé néi dung

2. Vé hinh thirc

3. Ciéch trinh bay tai lieu tham khao

a). Tai liéu tham khao 13 bai bdo ding trong tap chi, bai ding trong méot quyén sich
b). Tai lidu tham khao 1d sdch, Ludn vin, bdo cdo

PHAN 2. NOI DUNG VA HINH THUC QUYEN TOM TAT LUAN VAN
1. Vé néi dung

2. Vié hinh thiec

3. Trich yvéu Luin vin

a). Yéu cau
b). Cau tric cua ban trich yéu
c). Whitng thaw d4i trong qua trinh dio tao

Cau 3:

Mo tép tin BenhanHohap.doc. Chuyén dinh dang tir bang ma dang dung sang bang ma

Unicode. Luu thanh tap tin mai Benhan_Hohapl.docx.

Cau 4:

A).

Tao style cho van ban trong tap tin Benhan Hohap1.doc nhu sau:

Level 1:

X/
L X4

X/
L X4

X/
°e

X/
L X4
X/
L X4

X/
°

Heading 1.

Panh sb: A ;B

Dinh khoang cach vin ban sau danh sé 1a: Space.
Thut 1&: Ocm.

Font: Times New Roman; Size: 16; In dam.
Khoang cach doan: Before: 6pt; After: 3pt.

Level 2:

X/
°

X/
°

X/
°

X/
°

X/
°
X/

°

Heading 2.

Panh sd: 1-; 2-; 3-.

Dinh khoang cach vin ban sau danh s6 1a: Space.

Thut 1&: 0.5cm.

Font: Times New Roman; Size: 14; In nghiéng; In dam.
Khoang cach doan: Before: 3pt; After: 3pt.

Level 3:

TIM KIEM THONG TIN Y TE
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Heading 3.

Daénh sb: a); b).; ¢).

Dinh khoang cach vin ban sau danh s6 1a: Space.
Thut 1&: lem.

Font: Times New Roman; Size: 13; In nghiéng.
Khoang cach doan: Before: 3pt; After: 3pt.

Van ban ngi dung:

X/
L X4

B). Tao muyc luc ty dong cho style da qui dinh & cau A) nhu bén dudi:

Normal.

Font: Times New Roman; Size: 13.
Khoang cach doan: Before: 3pt; After: 3pt.
Khoang cach dong: Exactly: 13.4pt.

Thut 1& tréi: lem.

Thut 1& dong dau tién: 0.5cm.

Canh 1&: Justify.
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