,  TRUGNG BAI HOC
@ CONG NGHE DONG A

— unmmunm

TIN HOC DAI CUONG

Chucong III
Microsoft Office Word 2013



7y TRUONG PAI HOC
'@* CONG NGHE DONG A -
e’ CAST ASIA UNIVERSITY OF TECHNDLOGY NO| dung
Gidi thiéu Word 2013
Soan thao va dinh dang van ban
Chén céc dbi twong dac biét

. Trébn van ban

a k~ L D F

Tao muc luc va tham chiéu tw dong



)

S

~

G

\.

). CONG NGHE DONG A

TRUONG PAI HOC
wnsemsneneess 1 Gicyi thi@u Word 2013

= MS Word nam trong bd Microsoft Office
= Chlrc nang: Soan thdo van ban, dinh dang va in an
= Cac phién ban:
= Phién ban dau tién: Word 1.0 — 1983, chay trén hé diéu
hanh MS-DOS

= Céc phién ban gan day: Word 2003, Word 2007, Word
2010, Word 2013, Word 2016
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= Khéi ddng Word:
= C1: Kich dup vao biéu twong Microsoft Word @ trén man
hinh desktop.

= C2: Kich vao biéu twong Start e > All Programs >
Microsoft Office = Microsoft Word 2013
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Quick Access Toolbar /I Title bar

e

7
E' H ©- ¢ 0O~ - Que TVP_Word.doox - Word / ?TEH O - O %X
FILE HOME IMSERT DESIGM PAGE LaYOUT REFEREMCES MAILIMGS REVIEW VIEW Sign in F~1 b

-

S ¥ |Times New Roman 13 -] =iz eine EE bC bC i
b BT U -mexx B ==== 1=. | ABCA ABIC 1. Aaf - =
Pafte O A-Aa- AN L. Al THormal = TNo Spac.. Headingl I'Iﬂg i %
Clipboard Font M Paragraph Ma Styles Ma A =
L g 1 2 3 4 5 3 A 7

Vung soan thao

Thwéc (Ruler)

Thanh cudn
(Scroll bar)

/ Thanh trang thai (Status bar)

PAGE1OF1 49WORDS [J2 ENGLISH (UNITED STATES)
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= [han
chay

= Than

n tiéu dé (Title bar): Thé hién tén cia chwong trinh dang
a Word va tén cua file van ban hién hanh.

h ¢dng cu truy xuat nhanh (Quick Access Toolbar):

Chra cac cac 1énh théng dung nhat. Ban c6 thé thém/ bét cac
lénh theo nhu cau s dung (thém/ bét Iénh File\Options
=>Customize Quick Access Toolbar).

= Khu vwe soan thao: Hién thi ndi dung trang (page) hién hanh.
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= Thanh cuén (Scroll bar) dung dé dich chuyén néi dung
trang.

= Thanh trang thai (Status bar): Bao céo thong tin vé bai
soan thao va cung cap cac nuat Iénh thay doi ché db hién thi
vung soan thao.
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ol L Giao dién Word 2013

= Thanh dai Iénh (Ribbon) dwoc t6 chirc thanh nhiéu ngan chira I&énh
(Tabs) theo chirc nang. Trong mbi ngan Iénh lai dwoc t6 chire thanh
nhiéu nhém lénh nho gitip ngwdi dung dé hiéu va dé st dung.

Cac ngin chira ngan chiralénh
lénh/Thé 1énh (Tabs) theo ngir canh
[ l \ I_I\
-0 O « D~ [VIcomments B O s Documentl - Word 7l lm — O
- HOME INSERT DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW \lFORMAT Si»
== ¥ |Calibri Light (Heading~|16 ~| :=~-:=~'a-~ & 3=
B B I U mxx b [E=== - ‘?‘;Bbcc AaBbCc AaSch | e
, ¥ M- aby _ ﬁ' Aa- A A Q. _ ~ %l T ormal TMNo Spac... Headingl | = N
Clipboard = Folt ’% Styles ~
Nhom Iénh Nut mé hop thoai (Dialog
Box Launcher) 8
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s Cac thée trén Ribbon

Home Insert Page Layout References Mailings

oY
[~

j % TimesNewRom 13 ~ A" A"  Aa~ ?)

Aal

oo
Wi

Pavste) B 7 U ~abe x, X* ,aly.év

Clipbo... & Font

= Home: Cac chlrc nang co ban: Font,
Paragraph, Styles...

= Insert: Chén thém céac doéi twong:
Table, Chart, Picture...

= Page Layout: Thiét lap bd cuc, dinh
dang trang, doan

o200 -
»
W -1

« >

Review

o
-7
-
o
'=]
ol
o
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wnmwmsnenesese (5120 dién Word 2013

View o @
SRk ’ 33 Find ~
FE(2 T | asBbCel \ AaBbCcl AaBb( _ % 2b_Replace

| “ac

By T Normal |7 No Spaci.. Headingl |_ Change

= ‘ | 7| Stylesv | kg Select
Styles M Editing

References: Tham thiéu trong tai
liéu

Mailings: Soan thao thw

Review: Ra soat van ban

View: Diéu chinh giao dién, cach
hién thi tai liéu
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= Thé File

Info: quan li tai liéu

New: m¢ mot tai liéu moi
Open: m& mot tai liéu dalwu

Save: lwu tai liéu

wnmwmsnwnoness (5120 dién Word 2013

Save as: lvu tai liéu véi tén khac

Print: Thiét 1ap in 4n

Export: xuat ban tai liéu sang
dang pdf hoac xps
Option: thiét 1dp cac tuy chon khi

lam viéc v@i tai liéu
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= Backstage view

Info

>

Protect
Document ~

22

Check for
Issues ~

o

Manage
Versions ~

Glao dién Word 2013

Documentl - Word

Protect Document

Control what types of changes people
can make to this document.

Inspect Document

Before publishing this file, be aware that

it contains:

e Document properties and author's
name

Content that people with disabilities
are unable to read

Versions
] There are no previous versions of
this file.

Properties -
Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Sign in ]

Not saved...
1

93

18 Minutes
Add a title

Add a tag

Add com...

Today, 9:2...

D

11
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= Backstage view

Protect Document

Mark as Final: tam thoi ddnh diu tai liéu 1a ban cudi cung (read only)

Encrypt with Password: dat mit khiu dé bao vé tai liéu (khong cho phép nguoi dung
m¢& tai liéu khi khong c6 mat khau). B6 mat khau thi don gian 1a x6a di mit khau do.
Restrict Editing: gi¢i han ngwoi dung dwoc edit 1 phan ctia ndi dung tai liéu

Restrict Access: khong cho nguwoi khac chinh stra tai liéu

Add a Digital Signature: ddm bao tinh toan ven ctia vin ban bang cac thém chir ki sd vo
hinh

Check for Issues

Inspect Document: loai bé cac thong tin nhir comment, document properties, personal
information, header and footer trwéc khi tai liéu dwoc xuat ban.

Check Accessibility: kiém tra kha nang ti€p cin van ban déi véi ngwdi khuyét tat
Check Compatibility: kiém tra cic dic tinh khong dwoc ho tro béi cac phién ban cii
hon

12
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= Tao van ban méi (New)
Chon File > New
Hoac Ctrl + N

= Lwu van ban (Save)

Chon File - Save
Hoac Ctrl + S

= Lwu van ban véi tén khac (Save as)
Chon File = Save As

13
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= Lwu van ban véi dinh dang khac:
= Chon File 2> Save As
= Trong muc Save as type — chon dinh dang can lwu
rtf
Jpdf
= Dong van ban dang mo
Chon File - Close
= M& mbét van ban da cé
Chon File - Open
Hoac Ctrl + O

14
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wuwasneneess 2 Soan thao va dinh dang
= 2.1 Bd gb tiéng viét Unikey van ban
= 2.2 M6t so lwu y khi soan thao
= 2.3 M6t s6 phim chirc nang
= 2.4 TOng quan vé dinh dang
= 2.5 Dinh dang chi
= 2.6 Dinh dang doan
= 2.7 Dinh dang theo Style

= 2.8 Dinh dang Tab
= 2.9 Dinh dang trang

16



} GONG NGHE DONG
wmmmemereess 2 1 BO g0 tieng viét Unikey

= La phan mém gb tiéng Viét théng dung
= Hb tro cac tinh nang: gb c6 dau, gb khéng dau, viét chi» hoa

Cung cap 17 bang ma tiéng Viét

= Twong thich v&i moi hé diéu hanh Windows

= Dia chi tai vé: http://www.unikey.com.vn/

= Kich vao file Unikey.exe dé cai dat

17


http://www.unikey.com.vn/

e T 2.1 B0 go tieng viét

Unicode C Sting

TELE®

& CTRL + SHIFT
AT +Z

T/I:J_'.-'l:hl;lr'l khac

[~ Cho phép gi ddu mil, mdc & cudi b ¥ ‘iethamese interface
[ Phai gt diu ngay sau nguyén am [7 Cho phép g tat

[ D&t diu od, u [thay +i ba, Gy Bdng g tét.. |
[ 50 dung clipboard cho unicode

Bt héi thoai nay khi khdi ddng €150 cling 'Windows

@ Hubng dan | (1) Thangtin | 5 Mac dinh
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IJSYNSIUIN(KSTVC’TUDIIIO" l_,lﬂli|<:€3S>/

= G0 tiéng Viét bang kiéu go Telex

Phim Dau Phim Dau

s Sac aa a

f Huyén dd d

r Hoi ee é

X Nga 00 0

j Nang [ GO nhanh chir v

. X0a dau da dat. Vi du: toansz = ] GS nhanh chit o
toan
Dau trang trong chir a, dau moc

W trong ch(r u, ¢. Chir w dan 1é
chuyén thanh chir u
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mrmmmnnmm Unikey

= GO tiéng Viét bang kiéu go VNI

Phim Dau Phim Dau
1 S3c 3 Day Erang trong
chu a
2 Huyén 9d d
3 Hoi 0 X06a dau thanh
4 Nga
5 Nang
6 Dau mii trong cac chir 3, &, 6
7 Dau moc trong cac chir u, ¢




@; c&"n‘f"ﬁ‘m&’:a 2.1 B6 gb tiéng viét
CoTm Unikey

= Bang ma va font chiy

Unicode Times New Roman, Arial, Tahoma,

TCVN3-ABC VnTime, .VnArial, ...
VNI Windows  VNI-Times, ...
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EAST ASUL UNVERSITY OF TECHNDLOGY Soan théO

= Kh&i dong bd gb tiéng Viét — lwa chon bang ma phu hop voi
font chi trwrd'c khi go chiy
= Cac dau cham cau dwoc go lién vai ki tw cudi cung trwde khi
ngat cau
= Cac dinh dang nhanh khi go:
= Ki tw dau cau phai viét hoa
= Chi s0 trén, chi s6 duwdi
= Dau mét doan phai Ui vao mét tab (néu can thiét)

22
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wummmunmm néng

—,«<—,1,1: di chuyén con tré theo 4 hwéng mii tén
Home: dwa con tré vé dau dong

End: dwa con tréd dén cudi dong

Ctrl+Home: dwa con tré vé dau trang van ban
Ctrl+End: dwa con trd vé cudi trang van ban
PageUp: chuyén dén trang man hinh phia trwéc
PageDown: chuyén dén trang man hinh phia sau

Enter: dwa con trd xudng dong duwdi

23
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nang

Caps Lock: bat ché doé viét chir cai hoa

Shift + <Phim ch cai> : nhap chir cai hoa twong ng
Delete: x6a Ky tw tai vi tri con tro

Insert: chuyén doi gitba ché dé chén va dé

Ctrl+Shift ++: bat/tat ché dd nhap chi s trén, vi du: x2
Ctrl+=: bat/tat ché d6 nhap chi s6 dwdi, vi du: H,0
Ctrl+F: tim kiém va thay thé

24
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the
s Ctrl+F (hoac Home\Editing\Replace)

fge  28S| . Nhap tir khoa can tim

Fnd what — vao muc Find what
tim kiém -
Replace with: E - Nhép tor Cén thay thé
_ PO { oo vao muc Replace with
LA Replace Al r 7z
Find whole words only > o Thay thé tat ca cac twr

tim duwoc

25



TRUONG PAI HOC

y CONGNGHEBONGA 2.4 TONg quan vé
- unmmmunmm
dinh dang
Céac thanh phan Lénh dinh dang
Chir Home\Font
Doan Home\Paragraph
Dinh dang Tab Home\Paragraph = chon nut
Tabs

Dinh dang trang

Page Layout\Page Setup,
Insert\Header & Footer

26
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ONGNGHEBONGA 2 5 Pinh dang chir

= Cach 1: St dung cac nut Iénh trong nhém Font trén
thé Home

L ——TFimes-pew Rom ~ 12 + A" a7 | Aa~ | 2,

Chon phong chir

B J U -~ ahe x : -~ a7 -~ A

\ Fon / = Chon mau
\\ \ / chir
Chon kiéu

Chon c& Chon tb
chir mau

chir
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s Cach 2: Nhay chubt vao mii tén nho & gbéc dwdi bén
phai tai nhom Font trong thé Home dé mé& hép thoai
Font

E H ©- & 0O~ = Que_TVP_Word.docx - Word ? H - 0O %
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW s1gn in
.n.D Calibri Light (Headings) ~ |11 »| = v i= » "=~ & 3= AZBbCC] AGBbCE | Aaf i

- = A ==== t=- : -
Paste N .;{'- TIa?QT Aabf :; Tx A A é 7_5335335_7 _%l +_1T TMNormal TMNoSpac.. Headingl |+ EdiEing
Clipboard ra Font I\ Paragraph Ma Styles M= Y

Nhay vao
L day |
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2.5 Dinh dang chiy

Font SR ]
- Chon kich
Chon font ot | Advanced c& font
Faont: Faont style: Size:
1 Times Mew Roman Regular 12
« R . L I s
Chon kiéu s s ~ —
ahoma Bo 10
font $E:'I|:HJS Sans ITC |:| Bold Italic 11 Cac kleu
v . gach chan
Faont color: Underline style: Underline
Chon mau A tomatic |Z| (none) Utomatic
font Fitects J
[7] strikethrough T TSmaT caps Hiéu rng
[ Double strikethrough [ all caps 2 2
Lo . [7] superscript [ Hidden an’I:] h UJO:ng
Qui dinh font da 7] subscript |én chir
Chon tré’ thénh Preview
mac dinh cho lan Hé théng bang chon ciia Word 2010 diroc trinh bay theo k - -
sau Vung xem trwéc
This is a TrueType font. This font will be used on both printer and screen. X >
két qua

tAsDefault | | TextEffects... | | ok || cancl

29
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= Strikethrough: Mot dwdng ké gach ngang qua chiy
= Superscript: Chuyén chir thanh dang chi s trén

= Subscript: Chuyén chi» thanh dang chi s6 dudi

= Lowercase: chuyén chir hoa thanh chir thwdng

= UPCASE: Chuyén chi¥ thwérng thanh chir hoa

30
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st et mmn D 6 Dinh dang doan

= S dung cac tuy chon chinh doan van ban trén Ribbon Home
- Paragraph

)

Home Insert Page Layout References Mailings

-Ins PDF ProntoDoc

= . las = . | @l
Calibri (Body) 72 A A Aa 3 5 AaBbCcDc

T Normal

AaBbCcDc A
T No Spaci... H

i Copy

s

4
m ..
Il

3 o | A 8
f Format Painter B 7 U ak[i'x ‘ ¥ A

board P Font

. T Wy n e * WO o

Nhai vao

« M& hép thoai Paragraph bang phim tat: Alt+O+P

I|-2.|.1.|.(.€.|.
| |

31
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Pua ca doan

Pinh dang chi muc

Sap x€p doan

Can Ié cho . . —
doan B i T
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TRUONG PAI HOC

e 2.6 Dinh dang doan

= CAac biéu twong trén thanh céng cu Paragraph

Can thang mép trai (Ctrl + L)

Puwa ca doan sang trai

fiil

Can gitra dong (Ctrl + E)

3= Puwa ca doan sang phai

Can thang mép phai (Ctrl + R)

= Xac dinh khoang cach gilra cac dong

Can déu hai bén (Ctrl + J)

33
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EAST ASIA UNIVERTITY OF TECSNDLOCY

2.6 Dinh dang doan

e = Alignment: chon ché dd can lé

Prewview

Indents and Spading | Line and Page Breaks |
General
Alignment: |Z|
Outline level: |Body Text IE'
Indentation
Left: 0cm = Spedial:
Right: 0cm = {none)
[ Mirror indents
Spacing
Before; Opt = Line spacdng:
After: 1apt = Multiple

] Don't add space between paragraphs of the same style

113

Lo

= Outline level: thiét 1ap cho mdc ndo

=« Indentation: Xac dinh vi tri cuia mot doan van so

véi 18 trai va 1é phai

= Special/First line: Xac dinh vi tri thut vao cua dong
dau tién

= Spacing: Xac dinh khoang cach gitra hai doan van

ban

= Line spacing: Xac dinh khoang cach gilra cac

| Tebs.. | |[setaspefaur | |

dong

34
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A e quantity of works hai been conducted s far in ondar to svaliate the parfomsancs of DORE-based
COmEmic3hon Fystams over diffarunt radd smvirommans, fom sempla channa] viith the prasance of additms néste
Croussim noise [AWGN) to mars anes affected by fiat froquancy-salactive fading, slom: st fadimg, and
moaltpats with aalay speead (17)13)[15). Howsevar, tha application of a DOSK systim for Jand okt salle
camemization bas ot bean studied yat.

2.6 Dinh dang doan

|
|

Indents and Spacding | Line and Page Breaks |

General
Alignment: ||ZI
Outline level: |El-:-dy' Text Izl
Indentation
Left: 0cm Iil Spedial: By:
Right: 0cm Iél |{nor1e} Izl | Ié"

[ Mirreor indents

Spacing

S 4:0 pt Iil Line spacing: At

Thilimm‘tmltmuﬁm{:’m'm parform this woek. For the firs tiws i tess papr, 2 Luts channa] ha; bosn mied
0 swaluts the parformancs of DCAK systam. Thare ara ssevaral satalle chamme] modeks propesid such &
Caraam, Lnt, Nakagaret and Norton [20], whare Lote model wh two staes has :

GOmmn
distribubion. The oparation of the DCSE transmmttar and | s modelid and duscrtbed.

Tha BER. parformance 1 wvabuated by theoratical analyils wmg (aussian approxmation and discrats Ifugration
Tha wommarical rusmts obtained by MmﬂuhmlaWNpmml'a:mffthn analysed parfomsancs. The
rusults cleary show tha ieepact of channal céates and paramaters o the DCSK-fystam parformancs m famms of BER
varsus E, M, the probatdlity of bad seie, and sprvading fachor,

After: | Multiple E' 1,15 [

on't add space between paragraphs of the same style

Prewview

| Tabs.. | | set As Default | | ok || cancl

L I
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= Dwa van ban qua phai, qua trai

Ha Noi, ngay.... thang....nam 20... o
Ngudi diing ky =iEcta FEEE 2L
(Ky va ghi o ho tén) = = E | (= =
Paragraph
[_I/Di’chuyén ca J
CEm khoi sang phai
gitra
Ha Noi, ngay.... thang....nam 20...
Negwoi dang ky

(Ky va ghi ro ho tén)
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wnmmmsnwneess 2 6 Dinh dang doan

= Dinh dang chi muc: Dung dé tao danh séch ligt ké
dau dong
= Céac kiéu chi muc:

= Chi muc Bullet IE ,"EE } ieleEE T
= Chi muc Multilevel list = === T

Paragraph I

37
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B1: Danh dau doan . B3: Chon kiéu bullet can hién thi
. B2: Click vao biéu twong e
E . EE bl &= 3= %l 1-|- one || @ || O WM || 4 | el
> v
— = = = I§ - Q - _ - Document Bullets

‘ mot kié ! - _
Paragraph r:. Tao Ot ,eu € Change List Level 3
Define Mew Bullet...
a 38
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. B1: Danh dau doan

. B2: Click vao biéu twong

Paragraph Ma

wnsmmsmwwesess Chi muc Numbering

. B3: Chon kiéu

g
7 |oge WwN = WN = Wwwlg

Tao mét kiéu

mbering

39
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S wmm-m-thl muc Multilevel list

. B1: Panh d4u doan . B3: Chon kiéu Multilevel list
. B2: Click vao biéu twong G A

Tao mot kiéu
Multilevel list

Paragraph M4 S 40
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= D6 mau nén cho doan:
. B1: Danh dau doan . B3: Chon mau nén

. B2: Click vao biéu twong Lot

" — 1— 1
#— oy 22— ¥ dI—
" — % — i -

Standard Colors

HE EEEER
Mo Color

vy More Colors..

F'H ragrar_'lh e The rest of the paper 1s structured as follows: Section 2 describes a typical model of land
mobile satellite channel The operation of the DCSK transmitter and receiver over the

studied channel 1s presented 1 Section 3. In Section 4, BER analysis 1s done based onthe 41

Gaussian approximation and discrete integration. Section 5 provides simulation results



TRUONG PAI HOC

e 2.6 Dinh dang doan

= Tao dwdng vién cho doan:
. B1: Danh dau doan .B3: Chon kiéu dwong vién

. B2: Click vao biéu twong (néu khéng ¢6 chuyén sang B4)

Bottom EBEorder

Paragraph s
42
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= Tao dwéng vien cho doan:
. B4: Chon kiéu dwdng vién khéac

Mo hop thoai Borders and Shading

i1 Bottom Border

1 i Top Border

|-+ Left Border

“i]  Right Border

i No Border

FH Al Borders
QOutside Borders

Inside Borders

= Inside Horizontal Border

“4 Inside Wertical Border

Horizontal Line

aw Table

idlines

Borders and Shading...

43
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3 CONG NGHE DONG A 2.6 Binh dang doan

= Tao dwong vién cho doan: s | e | o |

Style: Preview

- Click on diagram below or use
tone EI buttons to apply borders

Border: tao dwérng vién cho doan van ban

Page Border: tao duwong vién cho toan bo

trang van ban

Shadow

Shading: Tao mau nén

5
£
g
=
ﬁ

[«]

i
-
£ii] | | [ | | |
L7
=]
=]
| 1=

Custom 12 pt

H Apply to:
Paragraph IEI

o] (o]
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' ﬁﬁﬁfﬁfﬁ?ﬁﬁ 2.6 Binh dang doan

= Chia c6t van ban:

ERT DESIGM PAGE LAYOUT

" Bl: Dén q déu dOan —=| ' Breaks~ Inden

. B2: Lénh Page Layout\Page Setup\Columns / **

Nut Iénh
Columns

Right

== More Columns...

45



Ny TRUONG BAI HOC
&“ﬁl‘fﬁﬁf&‘fﬁ Chia c6t van ban

= B3: Thiét Iap cac thdong sb

o N, i Chon kiéu

reses — chia cot

L]
=
m
_|
(=]
=
m
m

Left Right

Number of columns: |3 S —_—— mne between [ FEER
Width and spacing Preview Chon SO COt
Col £ Width: Cén Chla
v/ 4,66 cm 1.27 cm %%%
o A 4,66 m ===
ll [¥] Equal column width Xem trU’O’C
BN 5 Apply to: | Selected text IEI Start new column ket q u’\a
Biéu chinh chia c6t

[ Ok ]’ Cancel ]

do rong
cla cot
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TRUONG BAI HOC
y CONG NGHE DONG A

()0t m) =075,15,500 | (hCUntLm)=CrE, 10,50
Hinh 4. Giac xoay

Trong bai tedn nay, GV s dung THC VD két
hop cip 48 1 vh cip 4% 2, nghia la GV nfu
tinh huéng giad quyét mit phén va sau do
hwdng din HI g1a1 quyet phan cén lai coa
tinh hudng e cip 4% 1, de tifn téi wigc hinh
thanh thudt todn giai quvet bal todn nay, GV
s& tién hanh minh hoa bé’mg mdt wi du don
gian, chéng han v& hinh vuéng thi nhit (z =
4y wva zau 44 w& hinh vudng thhd hai theo
nguvén tic sinh nhw 43 duwoc mé ta trong d8
bai toan, chéng han liy tff 18 & = 1i3 Gottoa
d4 cac dinh coa hinh vudng diu tign 1a (xi ylj
wor = 1, 4 Tu‘ day GV d1eu khifn tién
trinh giai quyet win d& theo cip 46 2. GV vEu
ciu HS gial quyst mét bai tean hinh hec ce
ban, d4 1 tim céng thive tinh toa & cla hinh
wudng ti'é‘p theo dira wao toa &8 cua hinh
vudng trrdc d¢. HI 8 48 dang tim dwoc
cong thive LiEn hé saw: x =z + (- xded,
Yio=x o+ D -,

Chia c6t van ban

= Chia cdt van ban: hinh van thudc trong mot cot

-
s s
| .\\Q /
: = /’

a = 2¥%pifn (g la khoang céch gitta hai dinh
cia da giac trén dwbng trén va do bing
radian); vh sau wing lip, nén thém vao dinh
thi¥ »+1 cida da giac w4 gan toa d9 cla nd
tring v&i toa di cia dinh du tign, d& vidc vé
di gidc & bwée 2.1 difnra d dang

e} Tink kué'ng v& hinh kink van hea: Ec
wE kinh wvan hoa Fik, £ m) dwoc &p dung
nguvén tic xeay da glac dtu trong bai toan
G £] ) 33 dwoc gidi quyét Ban diuta ndi
# dinh cia da giac dfu véi tim dudng trén
ngoai tifp d& tas thanh » tam gidc. Ap dung
nguvén tic zoay da gidc, kinh van hea dwoc
tac ra nhwe sau: Tt ca cac tam giac 18 dwoc
quay ngroc chifu kim dbng hd, tét ca cac
tatn giac chin dwec gquay cing chifu kim
ding hé, t7 18 dinh chia canh 14 £, 38 tam
giac sinh ra 481 véi mai tam gidc ban déu 14

)V (ot =V(12,12,30) | (bIV(ntlm)=V(E,12,80)
Hinh 5. Kinh van hoa
DE thiv witc l&o trinh wE hinh kinh van hoa



TRUONG PAI HOC

mmmmunmm

= Tao chir cai I&n dau doan:

) CONG NGHE BONGA 2 6 Dinh dang doan

= Dat con trd trong doan (chon sd ky tw tao chir cai dau

doan)

= Nhay chudt vao mii tén trén nut Iénh Insert\Text\ Drop Cap

= S

A

Text Quick WordArt Drop

Box~ Pars~ -

Cap~

signature Line -

o Date & Time
Object -

Text
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,  TRUONG DPAI HOC
ammas.a Tao chir cai I16n dau doan

By i - oo

- LT;'};. Date & Time I Position
fﬂ
Cap~ [ Object o AvY E W E
. hone Mone Dropped Im margin
Chr]o~n lk’leu {A Options Chon phang
cnw 1on Dropped } Font: ] chir Ion
Times Mew R.omaRm———

-
.
e
-

Lines to drop: 3

Distance from text: |0 cm §—H

| ok || cancel

A In margin

P06 cao cua chir

A Crop Cap Optiens..




, ;RUUNB ?lﬁm)ch
y CONG NGHE DONG , . ~ 2 ~
< wmmosnunessss /] dU chia cot va tao chwr

C

cai dau doan

PHAN MEM DO HOA

Gratnhiéuphanmémlamanh  cach s dung phan mém Microsoft
nhr Microsoft Paint, Corel Paint — mot chuwong trinh trong
Draw,  Photoshop.  Trong Window cho phép vé& cac hinh anh

chirong nay, chung toi sé gidi thiéu don gian.
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TRUONG PAI HOC

@ cONG NGHEBONGA 2.7 Dinh dang theo Style

= Style dung dé dinh dang cac kiéu:
= Ch{r (character)
= Doan van (paragraph)
= Bang biéu (table)
= Danh sach (list)
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, TRUONG BAI HOC _
cONG NGHEBONGA 2./ Dinh dang theo Style

EAST ASIA UNIVERTITY OF TECSNDLOCY

= Str dung Style c6 san trén thé Home:

E E - 0 D"’ = Que_TVP_Word.docx - Word ?7 H - 0O X
FILE HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILIN REVIEW VIEW Sign in

— Times Mew Roman 13 | =iz hoe &3S _ ) . i)
[ B I U-acx,.x % =E=== 1=- 1. Aat L1 AsBl 1.11 Aa ol
F‘a:.te ¥ A-W-.A-Aa- KN Deme 8 q Headingl Heading2 Heading3 |z EdlEmg
Clipboard ra Font P Paragraph P Styles P h




TRUONG BAI HOC

) Eg"ﬁl‘fﬁf.?,?ﬁfﬁ 2.7 Pinh dang theo Style

= Tao Style riéng:

B1: Trén thé Home, trong nhom Style, kich dau mi tén mé

rong
E H ©- 0 - - Que_TVP_Word.docx - Word H - 0O %
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW EW Sign in
"‘D Times Mew Roman 13 - =iz s E = 1 Aaf 11 AsBl 111 A - %
- = B = === 1= : ' e a\ -
Paste o E{., 'Iayﬂ' .&abf :; :“ P-.:‘A' é '___ _E'l +—1T Headingl Heading2 Heading3 EdiEing
Clipboard ra Font M

P Paragraph a Styles e S
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Y TRUONG BAI HOC o
@ coNeNGHEDONGA Tao Style rieng

= B2: Chon biéu twong Create a Style

T List Para... T Marmal
AAabB| asasbcer 4 Ac
Title Subtitle Er

AABBCC AABBC(

Subtle Ref... Intense R...

A4 Create a Style

W  Llear Formatting

M Apply Styles...



h TRUONG PAI HOC
' Eg"ﬁl‘fﬁﬁfr?ﬁﬁ Tao Style riéng

« B3: Dat tén cho Style moi

mqﬂe from Formatting m

MmN\

Style5

= B4: Chon Modify dé PTG SyTE prEE

chinh stra Style Style5
" oK Madify.. i | Cancel
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TRUONG BAI HOC ] .
cONGNGHEBONGA Chinh swa Style

EAST ASIA UNIVERTITY OF TECSNDLOCY

i ™

Style type: style dung cho paragraph, | o
Style based on: T Mormal

K| KN|EN

character, table, list...

Style for following paraaraph: | T Stylel
Formatting
Calibri (Body) |E| 11 |E|| B [ U | Automatic |z|

Style based on: ké thira t&r mot style cé san

==:**
= = = | = s

|§§ =

Style following paragraph: ap dung style cho
mrc tiép theo N

Formatting: thay doi dinh dang chiv o

Language...

Frame...

New documents based on this template: chon i

Shortcut key... Automatically update

Text Effects... Mew documents based on this template

style vira tao dung cho tat ca cac van ban mai. =




TRUGNG BAI HOC
CONGNGHEBONGA D 7 Pinh dang theo Style

unmmmunomm

= Cach swr dung Style:
= Chon doan van ban can thay déi dinh dang

= Chon mét style trong danh sach styles c6 san

|||||
dododod

AaBbCcl AaBbCel AaBbCcl I\ AgE 1.1 A28 1.1.1 Aa
Hgadingl Heading2 Heading? Headingd4 Heading5s

TList Para... TMormal T Mo Spac..

AAB| asebcer 4aBbcd |-

Title Subtitle Subtle Em .

= Thay déi mét s lwa chon dinh dang, kich phai chudt 1én tén style —

I

aBbCc; AaBbCe AaBbCei AaBbCr

3 1)
LLad A L

sis | IntenseE.. Strong

Quote Intensze (...

chon Modify
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TRUGNG BAI HOC _
oNGNeHEBONGA 2.7 Dinh dang theo Style

= Két hop style va Multilevel | g T

- 1. Stylet
list dé tao chi muc: 1| v
1 . " 5 111 sty Stylel E
& 1111,

7 11111 Level to show in gallery:
- \ { 3 REEEREr — |

u Tao CaC Style Cho twng mu’C 11'111'111 Listhum field list name:

= 111111114,

MNumber format

= Tao mé&i Multilever list két hop e— e

Number style for this level: Indude level number from:
ry n I 4 ~
vOi cac style da tao . Dlspizensbers
" Paosition

Mumber alignment: || . |Z| Aligned at: |g om | Follow number with:

Textindent at: 0,4 cm = Set for All Levels... Tab character E
[7] Add tab stop at:

0,4 cm

o) Com ]
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,  TRUGNG BAI HOC |
y cONg nerEBONGA 2 .8 Dinh dang Tab

= Hiéen thi Ruler:
Chon Ribbon View = Ruler
:brd ppt [Compatibility Mode] - PowerPaint
SUDESHOW  REVIEW  VIEW ~ MathType  ISPRINGSUITEE  Storyboarding

-0 - Que
ME  INSERT  DESIGN  TRANSITIONS

ANIMATIZTZ
S M Ruler

&l

EE R = = . Color -1 E Arrange Al ]
EE 4 — | = O\ B, = = Ef
, _ , | Gridlines mm Orayscale % Cascade
Slide MNotes Reading Slide Handout Notes . Motes Zoom Fitto New Switch ~ Macros
Sorter Page View  Master Master Master | Guides Window m Blackand White Wmdome“"’ESPl't Windows ~
ntation Views Master Views Show M Zoom Color/Grayscale Window Macros
[+] & N R N PR PERUTONT TR PRR: PPYRURY PN PP FE PUR RN TR, PN PPN SRPURTN R RE [ SRR |
e 1 1 1 1 1 1 1 1 1 1 1



) cc'»";.s"".'.‘é..‘é‘é&'.?é’a 2.8 Dinh dang Tab

unmmmnnm

= Thiét lap tab:
B1: Kich vao nut dinh dang tab dé chon kiéu tab

G
&l

Que_TVP_Waord .ppt [Compatibility Mode] - PowerPoint
ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW = MathType

ME  INSERT  DESIGN ISPRING SUITE®  Storyboarding
EE

- [_:l V| Ruler = q ‘D' B Color D’j Ehrrangeﬁhll i

= ; 0 &
. . Gridlines mm Grayscale O % Cascade -
Slide MNotes Reading e Handout Notes . Motes Zoom Fitto New Switch ~ Macros
Soter Page  View” Master Master Master - Ouides Window i Blackand White Wmdnwmmwegpl't Windows *
ntation Views Master Views Show a Zoom Color/Grayscale Window Macros
2|[Te 1 ¥ 4o 2 3 4 5 6 7 8 g 10 1
1 1 1 1 1 1 1 1 1 1
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. TRUGNG PAI HOC -
CONG NGHE DONG A Thiet lap tab

unmmmunomm

= B1: Kich vao nut dinh dang tab dé chon kiéu tab
= Cac kiéu tab trén Ruler

'I'éLI'l‘l'E'I'Z'I'4‘I'j_'l'a'l'.-"‘I'E'I'E'I'lp'l'll'l'lz'l'll'\'l_ﬁ'l'lEl'l'lﬁ
Can bén trai Left Center Right Decimal
Can bén ph Y Tén hang Mau sic S0 lwong Don gia
May anh Canon ~ Bac 10 4.56
Can gitra o n
May dnh Nikon Do 5 31
Can theo dau cham thap phan MiyamhSony  Xanh 2 1567

61



,  TRUONG BAI HOC o
cONGNGHEBONGA  Thiét 1ap tab

wmmunmm

= B2: Nhay kép chudt trén thwdc xuat hién hop thoai Tabs
(hoac mé hép thoai Paragraph - chon nut Tabs)

| Tabs Mq

Tab stop position: Default tab stops:
1.44° 0.5 =
1.44° -

Tab stops to be cleared:

-

Alignment
@ Left ™) Center () Right
(") Decimal @ Bar

Leader
@ 1 Mone 2 ... 03 e
a4

| set || cear || cearan |

[ K J [ Cancel ]




, TRUONG PAI HOC
CONG NGHE DONG A

(ll'lSNl!IllﬂllT'llTlClllt."

Thiéet 1ap tab

=« B3: Hiéu chinh cac tab:

= Clear: X6a tab dang dwoc chon
= Clear All: x0a tat ca cac tab da ton tai
= Tab stop position: Vi tri dirng cua tab

= Alignment: Chon kiéu tab (trai, phai, gitra,..

= Leader: Chon ki tw chen
- Set: Ghi nhan tab vira dwoc thiét 1ap

-

Tabs=s

|2 [

Tab stop position:

1.44°

Default tab stops:
0.5"

-
-

1.44° -
Tab stops to be cleared:
Alignment
@ Left () Center ) Right
) Decimal i Bar
Leader
@ 1 Mone [ R
© 2
| set || cear || cearan |
[ YK ] [ Cancel ]
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) cone nenesones 2.9 Dinh dang trang

mmmunm

s Lénh Page Layout\Page Setup
3 ©- M- =

FILE HOME INSERT DESIGM PAGE LAYOUT

D:n" I Ij —— '# Breaks -
_ _ _ _ — [ Line Mumbers -
Margins Orientation 5Size Columns ~

2 - X G . -
[Lé trang giay i: - bc Hyphenation

[ Hwéng trang giay

-
|ﬂ|3
I =

-, -

age Setup M

Kich thwdce trang giéy}




,  TRUGNG BAI HOC _
) co'asusu;aoﬂeu 2.9 Dinh dang trang

s Lénh Inser\Header&Footer

=2 B =

HEEII:jEr' Footer FPag
Mumb -
Hea & Footer

Tiéu dé dau trang Tiéu d& cudi trang S6 trang




ARy TRUGNG BAI HOC ..
.@ conaneuEpoNGA  NOI dung
Gidi thiéu MS Word

Soan thao va dinh dang van ban
Chén céac doi tworng dac biét

. Trébn van ban

a k~ L D F

Tao muc luc va tham chiéu tw dong



,  TRUONG BAI HOC : ¢ doi
y CONG NGHE um?sn 3. Chen cf,aC d? | tirong
< EAST ASLA UNIVERSITY OF TECHNOLOGY dac blet

= Nguyén tac chén:
= Chén d6i twong theo I&nh twong &ng
= Dinh dang d6i twong (néu can)
=« Chon déi twong
= St dung thanh céng cu ngi¥ canh dé dinh dang
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h TRUONG PAI HOC 2 z K -
cm,,snm,?“ 3. Cheén cac doi twong

EAST ASLA UNVERSITY OF TECHNDLOGY déc biét

= Cac ki tw va biéu twong dac biét
= Insert\Symbol

= Cong thirc toan hoc
= Insert\Equation

= Anh twr file
» Insert\Picture
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ERUUN(?.%AIOHOO‘
y CONG NGHE DONG . , K .
- wmwesnenesse 3 Chen cac doi twong

dac biét

= Hinh vé
= Insert\Shape
= So do c6 td chire
= Insert\Smart Art
= Chir nghé thuat
= [nsert\Word Art



TRUONG PAI HOC

5 CONG NGHE DONG A

= Bang biéu:

dac biét

= Chéen bang: Insert\Table
« Cac thao tac trén bang:

Chen, x6a dong, cbt, 6

Thay déi kich thwéc dong va cot

Hoa nhap 6; Tach 6 va Tach bang

Thém ho&c xda mét s6 dwdng ké trong bang

Chia 6 goc (tiéu dé) trong bang theo dwdng chéo
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TRUONG BAI HOC _ .
CONG NGHE DONG A Bang bieu

= Dinh dang bang
Thé Table Tools\Design

Home Insert Page Layout References Mailings Review View

Header Row First Column

[ Total Row [ tastcolumn | EEEEEI e —mm—- - - — - - Y; pt -
- e o eon oo e b Draw Eraser
Banded Rows [_| Banded Columns v Z PenColor™  Taple
Table Style Options Table Styles Draw Borders I

Thé Table Tools\Layout

Home Insert Page Layout References  Mailings Review

I Select - x e B msertBelow [ Mergecens I oseem : HE EHIEE A= i oL
s . p—— : =

[ View Gridlines = t : ‘ " Hinsert Lett | Elsplitcens  Tisesm [ H EHEE = c i | Data
elete nse ; : E=-ack € e

%9 Properties v Above Gl Insert Right %Split Table | A AutoFit ~ =l =l = pirection Margins A

Table Rows & Columns I Merge Cell Size 5 Alignment




Ry TRUGNG BAI HOC . 2
) coNGNGHEBONGA  Bang bieu

\\../ EAST ASIA mmn IO gy

<

= Cac phép tinh don gian trong bang
= MOGi 6 trong bang co mottoa do: B2, B3, & ¢ 0 & ¢

C 2 C3 1 Hotn | Qupl| Qw? [ Qw3 | Qupd | Ting | Trogbich
, , , . > n R ) (PhanThach | 98000 | 78500 | £7000 | 82000
= Cac phép tinh don gian: coOng, trw, —
(LeKhah Ci | 53000 | 25000 | 60300 | 43000
nhan’ Chla 4 | Nauyin Hoa An | 32500 | 45000 | 62000 | 70000
=« Duwa con trd vé 6 chira két qua, sau do '™
b | Trung b

chon lénh: Table Tools\Layout\Formula

— Nhap cong thure
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_ ;RWNG 2"&‘00‘
» CONG NGHE DONG , , , ,

trong bang

= Tinh t6ng: A B¢ D F T 0
O F2: 1 Hottn | Qwl| Qupl | Qupd | Quyd | Ting | Trnghuh
Nhap ham =SUM(LEFT)
hodc —SUM(B2:E2) ) (Phan Thah [ 5000 | 7RS0T 7000824t
ho3c —B2+C2+D2+E2 3| LKhahCli | 33000 | 25000 | 60500 | 43000
O B5: 4| Nowyén Hoatn | 32500 | 45000 | 62000 | 70000
Nhgp ham  =suMm(ABOVE) —— e,
hoac =SUM(B2:B4) b |Toag boh

hoac =B2+B3+B4 73



/7%y TRUONG DAI HOC
(L0} cone NGHE DONG 4

e CAST ASUL UNIVERSITY OF TECHADLOGCY

= Tinh gia tri trung binh:

O G2:
Nhap cong thuc
=AVERAGE(B2:E2)
O B6:
Nhap cong thuc
=AVERAGE(B2:B4)

Vi du cac phép tinh
trong bang

; D E F ¢

1 Hotn | Quyl| Qu? | Qud | Qud | Ting | Troaghih
| Phan Tharh | 98000 | 78500 | 67000 | 82000

7| LeRbahCh | 53100 | 25000 | €050 | 43000

& | Nawyia Hoa £ | 32500 | 45000 | 62000 | 70000

5 | Ting

| Trung b
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TRUONG PAI HOC

CONG NGHE DONG A Bang biéu

= Sap xép dir liéu trong bang:
= Sap xép cac hang trong bang theo mot cot/nhiéu cot
= D@ liéu trong cét co cung mét kiéu: Text, Number hoac
Date
= Néu di¥ liéu & cac hang trong mot cdt khac kiéu thi
chi dwoc sap xép theo kiéu Text
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,  TRUONG BAI HOC
J CONG NGHE DONG A Bang biéu

= Sap xép dir liéu trong bang:
1/ Chon céc hang can xép
2/ Dung lénh: Table Tools\Layout\Sort
— Chon sap xép theo kiéu di¥ liéu ndo: Text, Number
hay Date
— Chon tht tw sap xép: Ascending: tdng dan
Descending: gidm dan
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5 TRUGNG BAI HOC
3 CONG NGHE DONG A Bang biéu

Chon cgf)t
thtr nhat
can sap xep

Chon cQt
thlfl”hai pén
sap xép

IZI @ Ascending

i) Descending

sing: |Paragraphs

1 |Text

ing: |Paragraphs

e:  |Text @) | Chon
sing: |Paragraphs . 2 ~
My list has kleu du’
(7) Header row @ Mo header row I eu

Qptions...
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,  TRUONG BAI HOC . , £ -
cONG ususnm?sn 3. Chen cac doi twong

dac biét
= Chén db thi:

B1: Dat con trd tai vi tri cAn chén dd thi, nhay chudt vao nut 1énh Chart trong thé Insert
B2: Chon mdt mau do thi trong hdp thoai Insert\Chart
B3: Nhap di¥ liéu cho db thj trong trang bang tinh Excel
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CONG NGHE DONG A

Pl N
/&@

Vi du chén do thi

=
(=]

g -
g -
A B C D 7 1

=1 Toan Ly Hoa T B Toan

- 2 Mai Anh g 9 7 5 - iy

- 3 Ngoc Hoa 9 9.5 6 4 - - o
4 Phwong Linh 7 7 9 3 -
5 3 -
-
o -

MNgoc Hos Phwong Linh




TRUONG BAI HOC 5
CONG NGHEBONGA Pinh dang do thi

— - _——u‘
View resign laynut FArmat

Home msert Page laymlf ReTerences Malllng< Rewlew
ﬂ *‘ @ E‘ % ‘L" 7y - el I ™ e
Change Save As switch  Select  kdit  Hetresh ?@@ ILI fla | |~ ,—_m—_ L h h h
Chart Type Template  Row/Column Data Data Data
Type | Data | Chart Layouts Chart Styles
Igl [l-z'l't-l'a-l~1~'l-2-l.-3~l-'4-t-5.~l-c-.l~7~l.-o-l-'9~l-10.-l-n'.l-12~l.~u-l~1'4-l-15;l~16-(',-17~l'10'l
A T T e —— E—— . _ P
Home Insert Page Layout References Mailings Review View Design Layout Format
Series "Ly" v e @ A ‘ j Ul —ap e == [ F ' |
hal AS| | i) o] | | | L | die| | |nd] | o] | ok =l |
By Format Selection ' l l = e
Picture Shapes Draw Chart Axis Legend Data Data Axes Gridlines Plot Chart Chart 3-D Trendline Lines Up/D
& Reset to Match Style v TextBox Titlev Titlesr ~  Labels~ Table~ - - Area~ Wall~ Floor - Rotation - Bar
Current Selection , Insert | Labels Axes j Background \ Analysis
Home Insert Page Layout References Mailings Review View ’ Design Layout Format I
Series "Ly” v & Shape Fill ¥ ff:‘\"' A @ 43 Bring Forward |,=_=.' ;‘J e .
Y Format Selection Abc [ Abc] [AUC + | LZ Shape Outline ~ & [y Send Backward - ]
ey HPEE Quick Position Wrap _ o = 0cm -
.ﬂ Reset to Match Style ¥ | ! Shape Effects ~ Styles - Text~ itp Selection Pane Sk 23] R N
Current Selection | Shape Styles i« | WordArt Styles 1. | Arrange | Size ]




@, TRUGNG BAI HOC
) CONGNGHEBONGA N5 Jung
Gidi thiéu MS Word

Soan thao va dinh dang van ban
Chén céc dbi twong dac biét

. Tron van ban

I R N

Tao muc luc va tham chiéu tw dong



Nguép dir liéu
(tao bang Word

hoac Excel )

TRUONG PAI HOC

CONG NGHE DONG A

EAST ASIA mm OF TECSATLOCY

4. Tron van ban

WE |Hotén TS Mgay sinh | Ba chd Lldn | WiGn Magoai | Ké
T: cd chuyén | ngiy quia
sd nganh
CHI | Tran Van MNam | 17519858 | 5P - HN 7 8 5 Bd
CH2 | Lé Thu Ha 12/4/1984 | THPT Kim 5 4 4 Trrot
Lién - HM

Tai liéu sau khi tron
thw

Word

PHIFU BAC EET QUA K¥THI TUYEN SINH SAT BAI HOC
PARS HOC F009- 2050
KHOA CONG NGHE THONG TIN

Ho tén thi sinh: IvId =6

Mgary sinh:

Brigrn thi mdn cor s

Bridrn thi rmén chuyén nganh:

Brigrn thi ngoai ngit chuasrén nganh:

Fét qud thi:

Gridny bdao nay thayr cho gidy triéu tdp thi sinh (néu tring tusréng a0 ngay 15022009

BAN TO CHOC KY THI
Trwdng phing Quan B Sau dad hoc
(P4 ke va déng dioud

PHIFU BAO KET QUA KYTHI TUYEN SINH SATT DAT HOC
AR BN 2 00 - F0T 6
KHOA CONG NMCHE THOMNG TIN

Ho tén thi sinh:  Trén Vén Mam
Hgay sinh: 1/5/1988

Bifm thi mon co si: 7

IvId sd: CHI

Briém thi mén chuyén nganh: &
Briém thi ngoai ngit chuyén nganh: 2
4t qua thi: B3
CHidy héo nay they cho gidy trign tip thi sinh (ndu trimg tuydn) vao ngay 15022009
BAN Td CHITC KV THI
Trwing phing Quan b Sau dai hoc
B4 ki va domg déuw)

N

PHIFUT BAO KET QUA KYTHI TUYEN SINE SATT BAT HOC
FIARS BN 00 - F0T 6

KHOA COMNG NCHE THONG TIN

Ho tén thi sinh: L& Thua Ha
Hgay sinh: 125451984
Bifm thi mén co si: 5

Ivid sé: CH2

Eriém thi mdn chuyén nganh: 4
Briém thi ngoai hgit chsrén nganh: 4
KEt gqud thi: Trrort
CHidy béo nay theay cho gidy trign tdp thi sinh fnéu trimg tuyrénd vao ngay 15022009
BAN TO CHITC KV THI
Truwéng phing Quan K San dai hoc|
DA b v déma diah

Tai liéu chinh
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= Thé Mailings trén thanh Ribbon

Home Insert Page Layout References Mailings Review View [A) 9
_:l_ E = }I. po ‘==°‘ o ';]/\ j 3 j .? Rules » & - N q ) N w ;A‘
i = = ' | e e -— o - \ -
\ 3 ' : ',J_‘J Match Fields = Find Recipient &"—]
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge PreweWy Finish &

Merge ~ Recipients * Recipient List] Merge Fields Block  Line Fieldv (2] Update Labels |Results| §< Auto Check for Errors | Merge ~

Create Start Mail Merge Write & Insert Fields Preview Results Finish

=« Create: Tao tai lieu dang phong bi hoac nhan.
= Start Mail Merge: Kh&i déng qua trinh trén thw
=« Write & Insert Fields: PDwa n6i dung vao thw

« Preview Results: Xem duyét nGi dung

= Finish: C4c thao tac in, xuat ndi dung
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EAST ASLA UNIVERSITY OF TECHADLIEY Tr@n th u,!

= C1: Tron thw st dung Step by Step Mail Merge Wizard
= C2: Tron thw st dung Ribbon
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| cz'.'.%“ﬁ‘é‘uﬁ“éé‘.?é’ A C1: Trén thw s&r dung

ST— Mail Merge Wizard

= Trong thé Mailings, chon Start Mail Merge -
Step by Step Mail Merge Wizard

= Bwoe 1: Chon hinh thire trén thw  [weives: v x

Select document type

[ | Ch(_)n Letters ‘Wareynuwurhngnn?
Ve @ Letters

= Nhan Next: Starting document 7 Emal messages

() Envelopes
() Labels
() Directory

Letters

Se u:IItte to & group o
personglize the letter tha
Click Mext to continue,

le. You can

of people
t each person receives,

Step 1 of 6

% Mext: Starting document
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s Bwde 2: Chon tai liéu chinh
= Use the current document: St

C1: Tron thuw st dung
Mail Merge Wizard

Mail Merge

Select starting document

—>1 @ Use the current document

Ir letters?

dung tél |IéU hlén tal () Start from a template
’S/v (") Start from existing docume
» Start from a template: dung

mot tap tin mau

» Start from existing document:
St dung tai liéu c6 san trong may
tinh

Use the current document

Step 2 of 6

—»1 & [Next: Select redpients

= Nhan Next: Select recipients

@ Previous: Select document type

Start from the document shown here and use the
Mail Merge wizard to add redpient information.
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TRUUNG BAI HOC C1: Tron thw sty dung

= Bwdc 3: Chon ngudn di liéu dé tron

Mail Merge v X

Select recipients

| @ Use an existing list

= S dung mét file da co

= Nhan Browse dé chon tap tin chira di

ieu T~

= Nhan Next: Write your letter

i) Select from Outlook contacts
(™) Type a new list

Use an existing list

IUse names and addresses from a file or a
database,

T~

7 Edit redpient list...

Step 3 of 6

& B Mext: Write your letter

4@ Previous: Starting document
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e i C1: Tron thw str dung

0 e s Mail Merge Wizard

Mail Merge v X

= Budc 4: Soan thao thw

Write your letter

[ ThuJC hlén Chén CéC truJ(‘)yng dl'j, Iléu Ini;ﬁl,;:l:ruhauenntalreadydnnesn,writeynurletter

To add redpient information to your letter, dick a
location in the document, and then didk one of the

vao cac vi tri thich hop trong tai liéu. ems beon.

3 Address block. ..
5 Greeting line...

= Nhan Next: Preview your letters i ecic i

ﬁ Mare items...

When you have finished writing your letter, dick
Mext, Then you can preview and personalize each
redpient's letter,

Step 4 of 6

® Mext: Preview your letters

@ Previous: Select recipients
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TRUGNG BAI HOC C1: Tron thuw st dung
a7 e e Mail Merge Wizard

= Bwdc 5: Xem trwdc ndi dung thw
= Xem nQi dung thw \
= Diéu chinh danh sach di¥ liéu:
Edit recipient list
= Nhan Next: Complete the merge

-

~b

Mail Merge v X

Preview your letters

One of the merged letters is previewed here, To
preview another letter, didk one of the following:

H Fleument 1 -

49 Find a redpient...

Make changes

You can also change your redpient list:
% Editredpientlist...

| Exclude this recpient

When you have finished previewing your letters,
dlick Mext. Then you can print the merged letters or
edit individual letters to add personal comments,

Step 5 of 6

T

% Mext: Complete the merge

4 Previous: Write your letter
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s Bwdce 6: Hoan thién
= In thw

= Lwu thw vao mot file

\ o3 Print..

C1: Tron thu stir dung
Mail Merge Wizard

Complete the merge

Mail Merge v X

Mail Merge is ready to produce your letters,

To personalize your letters, dick "Edit Individual
Letters, " This will open a new document with your
merged letters, To make changes to all the letters,
switch badk to the original document.

Merge

SN

“

E j Edit individual letters.}.

Step 6 of 6

¥ Previous: Preview your letters
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) conenonesones  C2: Tron thw st dung

WNM'WN Ribbon

< M& tai liéu chinh dé trén thw

I HOME  INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW DEV

I35 Start Mail Merge ~ - [£] Address Block [5 «@> M 4 3 > M E_)
ﬁ, Select Recipients ~ D Greeting Line p Find Rec|p|ent
— — - Highlight ! ) L Preview Finish &
F/J Edit Recipient List MNae Fields Insert Merge Field ~ | Results B‘,/Check for Errors Merge ~
Start Mail Merge Write & Insert Fields Preview Results _ Finish_
= B1: Chon hinh thrc tron thw
> g , . [ ]
= Chon thé Mailings, trong nhém Start Mail B E b |
Start Mail  Select Edit High
. X N M * Recipients = Recipient List = Merg
Merge, chon Start Mail Merge, nhan vao DE“’L;E:“D'E” — =
muc Letters dé chon hinh thirc tron thu. (2 E-mail Messages
=1 Envelopes..
TR Labels..
|:| Directory

@ Mormal Word Document
[ Sten-bv-Sten Mail Merae Wizard_
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B2: Chon ngudn di¥ liéu tron thw

HOME  INSERT DESIGN
||="[j Start Mail Merge ~ ="

[z Select Recipients ~

D CONG NGHE DONG A C2: Trén thw s dung

Ribbon

PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW DEV

=] Address Block [5 «@) M 4 3 S [ D_)

=] Greeting Line [OFind Recipient

Highli - P
[_7 Edit Recipient List Merlge IFigeIds sl Insert Merge Field ~ | I{:::tv: B/Checkfor Errors
Start Mail Merge Write & InseMNRglds Preview Results
= Nhay vao nit Iénh Select Recipients dé chon danh sach nguda, | st

Type New List: tw nhap danh sach moi

Use Existing List: chon tir mét danh sach dang co
Select From Outlook Contacts: lay danh sach c6 trong

Microsoft Outlook

Select Edit

Recipients * Recipient List

E Type a New List..

] Use an Existing List...

Finish &
Merge ~
Finish

Highlight .
Merge Fields

[p Choose from Outlook Contacts..
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. TRUONG BAI HOC C2: Trén thu st dung
) CONG NGHE DONG A .

l HOME  INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW DEV

= B3: Soan thao thw

[25 Start Mail Merge ~ =n [£] Address Block [? «@> M 4 3 P ] _)
[:;' Select Recipients ~ — E] Greeting Line p Find Rec:plent
: s : Highlight ~ Y Preview Finish &
E’ Edit Recipient List Merge Field Insert Merge Field 1 | Results D,/ Check for Errors Merge ~
Start Mail Merge Write & Insert\Welds Preview Results _ F!nish‘
= Pat con trd soan thao tai noi can chén, nhay vao nat o) [ Ruke
0 Mat
Iénh Insert Merge Field FEIOS 2 upc
R . . SBD
= Chon moét trwong phu hop. o v e
. MNgay_sinh
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= B4: Nhay vao nit Preview Results dé& xem két quéd mau.

I HOME  INSERT DESIGN PAGE LAYOUT REFERENCES

I_IE] Start Mail Merge ~ B Address Block

L—..,Q Select Recipients ~ D Greeting Line

Highlight
[7 Edit Recipient List s

Start Mail Merge Write & Insert Fields

= B5: Chon Finish & Merge dé& hoan thién tron thw

Edit Invididual Documents: Lwu thw ra mét file
Print Documents: In thw

- Send e-mail messages: Gui e-mail

D}-

Oy
0

Merge Fields =2 Insert Merge Field ~

dconanenepongd 2. 17N thw str dung
Ribbon

MAILINGS REVIEW  VIEW DEV

«@9\»

Preview
Results

M43 [»M =
[0 Find Recipient D

Finish &
[ & Check for Errors Merge ~
Preview Results Finish

=p

Finish &
IMerge -

EI] Edit Individual Documents]..

Qﬁu Print Documents...
Ei
+

Send Email Messages...
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Gidi thiéu MS Word
Soan thao va dinh dang van ban
Chén céc dbi twong dac biét

. Trébn van ban

a k~ L D F

Tao muc luc va tham chiéu tw ddng

95



-

©
N

TRUONG PAI HOC .
conaneHEBONGA 5. Tao muc luc va tham

chiéu tw dong

= 5.1 Chen chu thich chan trang
= 5.2 Chén caption cho hinh, bang va cong thirc
s 5.3. Tao muc luc twr dong
= Thiét 1ap mirc cho cac tiéu dé
= Chen muc luc tw dong
= 5.4. Tham chiéu tw déng
= Cho hé thdng hinh vé
= Cho hé thdng bang
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s Lénh Refference \Insert Foot notes

BHOS 00O -

FILE HOME INSERT DESIGN AGE LAYOUT REFEREMCES
T—j Add Text~ nsert Endnote B'f El;l,li Manage
k! Update Table 'u‘E_',,iNE:{tFDDtr'IDtE T ER @ Style: |A
Table of , Insert =~
Contents Show Notes Citation - £ Bibliogr:

Table of Contents Footnotes M Citations & Bibliog

5.1 Chen chu thich chan
trang

~ VE CACPHUCNG PHAP THU CONG VA
CACPHUONG PHAP CHONG KHIT ANH MAT NG UOI
VAO HOP SO CUA CAC TAC GIA VIET NAM

Fing Ouang A Naguvén Chi Trung
Fign CNTT, Vign EH&CN Vg Nam
Tom tat

Theu:unhand:ruh{A B, Toan, B M., 200 ‘;.FletNa.mchwa

o gt ngluen cim réo wé Tnh e 141 tan d.vanmau ; ngu‘mdu'atrenmr
b tro cfia cong nghé tin hoe, O bén ngodi nginh cong fighé thing tin, & cd
rit st tic gid trong nuée nghign cim vé dic difm 6 hinh thil so nguti
Vigt Marn v et ngetl Vidt Nam rhor 33 B8 Xudfl Hop (Hoe vign Quin
v), T Lé Hitn Humg (Trwimg Brai hoe ¥ khoa HiN&D, G5 Neguyén Lin
Cuimg (Vién khdo oo Viét Marm),.. Cdc nghifn giin név nham e dich
thipe hign ploong phdp thil cfng i cde phuoge phip ching khép it
ngwi vao hip s,
San ki gici thifn so heoe wé ddc dighe so vd dic didm mit cfia

ngwid Wigt Marg, phin thi hai clia bdo cdo ffiv =f midl thidu cde plaromg
phip ghép anh % mydwnglalclﬁndungc' ngn nhdn 38 rhdn dang, Hal
phén tiép theo, 1d ndi dung chinh cia bdofdo, =8 trinh bay cdc ploomg
hap cl'u:ungkhcrp a:rfm-'au hép so i cdc giirome phdp thil cng trong vide

el nhan b cdc khép bt déng (trir fhép thi durme him dudi) d& tao nén
héip so cloka ndo va lidn hé vl vim Jifng, mil mat, tal.

WVE dung tich, so ciigfngwii Au trung binh 13 1450 ml
(oam) wva 1300 ml (nity. Dyhg tich cia so ngudi Viét Mam 1a
1393 mml.

VE kich thwde:

@h@i sghi Mhin g 1ot g b hop 50 - Vi Php @

2
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) conenene sone4 5.2 Chén caption cho hinh,

usimmenuTe= bang biéu va cong thirc

= References\Insert Caption

Chon caption
Label: Hinh /=/| "
Position: | Below selected item |v ’
Panh chiso
[ ] Exdude label from caption cho Caption

ey Label. .. [ Delete Label ] [ Numberinge—— 1 ™

ma&i cho
caption

AutoCaption... I QK I l Cancel
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smmwesneneness 5 3 T90 muc luc tw dong

= Thiét 1ap mrc cho cac tiéu de

Cach 1. St dung Outline

- Nhay chon thé View,
chon lénh Outline dé
chuyén vé ché dd xem
Outline

- Xac dinh murc cho twng
tiéu dé

Xé&c dinh mrc cho tiéu dé

sert Page Layout References Mailings Review View

< > 3 95 Show Level: Level 3 - g ]

[#] Show Text Formatting

Qutlining

@ @ Level 3

A v G = ] A Show Collapse Close
[¥] show First Line Only Document St cuments | Outline View
Qutline Tools Master Document Close

© Chwong 1: Mot s6 khai niém co ban cua tin hoc
© §1. Tin hoc la mét nganh khoa hoc

O 1. SLLWWWx ién cta tin hoc

@ 2.Pactinhvavai tro cia may tinh dién tw
© 3. Thuiat ngir tin hoc
@ §2. Thong tin va dir liéu
© Chwong 2: Hé diéu hanh
© §10. Khai niém vé hé diéu hanh
@ 1.Khainiém hé diéu hanh
© 2. Cac chircnang va thanh phian cia hé diéu hanh
@ 3.Phanloai hé diéu hanh
@ §11.Tépvaquanly tép
© Chwong 3: Soan thao van ban
© §14. Khai niém vé soan thao van ban
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CONG NGHE DONG
wnmwesneneseses 5 3 T90 Muc luc tw dong

= Thiét 1ap mlrc cho céac tiéu de
Cach 2: Panh dau tiéu dé — References\Table of
Contents — Add Text — Gan murc cho tiéu dé

HOME IMNSERT DESIGN PAGE LAYOUT REFEREMCES

'E‘| Add Text - Apl ﬁ']lnsert Endnote B’. E‘.Manf
v | Do Mot Show in Table of Contents fotnote - Ineert [% Style:
Level 1 Jotes Citation = = [ Biblic

Level 2 M= Citations & Bibl

Level 3 g
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WY smmmdonmms 5 3 Tao muc luc tw dong

<

= Thiét 1ap mudrc cho cac tiéu de
Cach 3: St dung dinh dang theo Style két hop voi
Multilevel List
= Dinh dang tiéu dé theo Style Heading 1,
Heading 2, ... theo dung phan cap.
= Heading 1 dinh dang cho tiéu & mic cao nhat

= Heading 2 dinh dang cho tiéu dé mic thi hai
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CONG NGHE DONG
S wmmmemenmess 5 3 Tg0o muc luc tw dOng

= Chen muc luc:
Nhay chon thé View, danh dau vao 6 Navigation Pane dé xem tiéu dé &
khung Navigation Pane bén trai.

Tao muc luc theo cac bwéc:
. B1: Dat con trd soan thado tai vi tri can chén muc luc
- B2: Nhay chudt chon References — trong nhom Table of Contents
chon Table of Contents

. B3: Chon mdt mau muc luc trong danh sach hodc nhay chon Insert

Table of Contents d& m& hdp thoai Table of Contents, dinh dang cho

muc luc va nhay nut OK 102
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L] Chen muc Il_]C: T X
o .z n .. e [ s
= Show page numbers: hién thi s6 trang bén phai o
t|éu d‘é Heading I ...oocccccooce 1 A Heading 1 -
. . X o , Heading 2..vvvvvinn, 3 Heading 2
= Right align page numbers: s6 trang dwgc dat sat Hmjngj U —
lé phai trang. m "
> < . A Y x x ¥| Show page numbers ¥| Use hyperlinks instead of page numbers
= Tab leader: chon kiéu gach ngang tw tiéu dé dén sO | B
Tableader: |on [VI
trang.
. . , . A Generl
= Use hyperlinks instead of page numbers: cac tieU | ww Foee
dé trong muc luc co lién két dén néi dung trong tép | == * *
Vén bén. lOJﬁons... H Modify.., l
= Formats: cac kiéu mau muc lyc. o] (o]

= Show Levels: sO murc tiéu dé trong muc luc. 103
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= Cap nhat muc luc:
= Nhay chon References\Table of Contents\Update

Table. Xuat hién hop thoai Update Table of I.Ipdate bR E@
Contents. T
., 2. oz L N ~ [ Word is updating the table of contents, Select one of
= Khi chi thay doi s6 trang, tieu dé khong doi thi chon | the foloning optiors:
Update page numbers only (8 Update page numbers orly:

= Khi c6 thay dbi tiéu d& trong muc lyc thi chon doizegeas

Update entire table. | oK H Cance \

= Nhay chon nat OK dé thwc hién cap nhat
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 wnsmmmsnwnesess 5 4 Tham chiéu tw dong

» Tao bang tham chiéu tu dong cho Caption:
References\Captions\Insert Table of figures

Table of Figures

Print Prewview Web Preview

Hirmh 1 Test oo 1 % Hinh1: T %
Himbh 21 Text o crceceeemem e 3 Hinh2: T

Hinbh 3: Test oo 5 Hinh 3: Text

Hinh 4: Text 7 [ae] | |Hinha: T [

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |....... L

Formats: From template e

Caption label: ~
Indude label and number

l QK I [ Cancel ] 105
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