Insert Word Field: IF ? *

IF
Field name: Comparison: Compare fo:
Tén_khach_hang ~ | | Equal to ~ | VIP L

Insert this text:
M khach hang t&i phong 01 ~

Otherwise insert this text:
Me&i khach hang t&i phang 03 A

QK Cancel

Hinh 2- 191. Hop thoai Insert Word Field
Field name: Chon trudng muén so sanh (& day 1a truong khach hang VIP).

Comparison: Phép so sanh, tiy vao kiéu di liéu trong Field name ma phép so
sénh s¢ khac nhau. Trong bai nay thi ta chon Equal to (so sanh bang).

Con c6 cac phép so sanh khac: Not equal to (so sanh khéng b‘éng), Less than (nho
hon), Greater than (16n hon), Less than or equal (nhé hon hoac bang), Greater than or
equal (I6n hon hoac bang),....

Compare to: Gia tri so sanh, ta nhap vao tir VIP.

Insert this Text: Gi4 tri xuat hién khi diéu kién dung.
Otherwise insert this Text: Gia tri xuat hién khi diéu kién sai.
Bam OK dé chén diéu kién va quan sat két qua.

Bwéc 5: Xem trudc két qua (nhu phan trudc).

(D L& Tri An Khich Hang VIP
Kinh giti Anh/Chi: .......... Nguyén Vin Hing..........
Pia chi: ccvevvevnnnnns 12 Tran Thi K¥, TP. Quy nhon...
SO dién thoQi: veeveerevenenns 981131140...uuueerearennnnns

Lé tri 4n hic 10h30 ngay 26/03/2020 tai khach san Hai Au, TP. Quy nhon
Moi khach hang téi phong 01

\_/
Hinh 2- 192. Két qua trén thu

Bwéc 6: Két thic qué trinh tron thu (da trinh bay ¢ phan trudc).
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Tao nhdan va bao thw

a) Chirc ndng tron bao thw
Chtrc ning nay ciing dya vao danh sach ¢6 san cua phan trudc dd minh hoa, cac
budc 1am nhu sau:

Budéc 1: Mo tap tin mai/ vao tab Mailings/ Start Mail Merge / chon Envelops...

[ s

Start Mail  Select
Merge = Recipients -

Letters

E-mail Messages
Envelopes...

Labels...

M e m

Directory
Hinh 2- 193. Chirc ning tron bao thw

Cira s6 chon bao thu s& xuat hién nhu bén
dudi: )

Envelope Options >
P!’eVIeW: Xem trudc dinh dang bao thu khi  Printing Options
du’Q’C Inra. Envelope size:
Envelope Size: Lua chon kich thuéc cua bao Size 10 @ 1/BxS1/2In) e
Delivery address
thu. .
Font... From left: |Auto -
Delivery Addres: Hi¢u chinh font chir in From top: |Auto :
trén dla chi ngui)’i nhén. Return address
A 5 ~ " A From left: |Aut =
Return Address: Hiéu chinh font chix in trén rant me: A”: :
. R e g rom top: |Auto -
dia chi nguoi gui. _
Preview
Bam Ok dé Iuu hiéu chinh.
2 = []
Hinh 1.85 — Ciwra so chon bi thw —
Bu6c 2: Chon danh siach dé tron bao thw
(danh sach khach hang ta muon giri thw té1), &
vi du trwéc ta lwu trong tap tin Cancel
Hinh 2- 194. H¢p thoai Envelop Options
 |Tén khich hang Pia chi B PP
> | Nguyén Vin Hing 12 Trén Thi Ky, TP. Quy nhon 081131140 VIP
5 | Trin Duy Thanh 34 Tran Hung Dao, TP. Quynhon ~ |977777888
4 |Pham Thi Xuan Diéu Huyén Tay Son 981234567
s D& Céng Thanh Huyén Phu m¥ 973224244
¢ Neuvén Cam Huong 48 Nguyén Théi Hoe, TP. Quy nhon (903335656 VIP

Excel(danhsach.xlsx):
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Vao tab Mailings/chon Select Recipients/chon Use Existing List... rdi tré téi
ding ]
tap tin ma ta lwu trir danh sach muon giwi thur to:i.

EE| select Data Source d
<« v P <« Docume... » TronThu_Mgoai v O Search TronThu_Mgoeai 2
Organize « New folder =~ T @

I Desktop ~ Marme Date modified Type
= Documents @' Danhsach 0209:55AM  Microsoft
¥ Downloads @5 Thumoi Microsoft
J‘ﬂ Music
=/ Pictures
B videos
= Local Disk (C:) oo Il 3
Mew Source...
File name: |Danhsach v| All Data Sources ~

Hinh 2- 195. Hop thoai Select Data Source
Chon ding Sheet lwu trir danh sach khach hang:

Select Table ? *
MName Description  Maodified Created Type
% Sheet1s 12:00:00 AM 12:00:00 AM  TABLE
€ >
First row of data contains column headers Cancel

Hinh 2- 196. Hop thoai Select Table
Vi & day ta lwu & Sheet 1 nén ta chon Sheet1$ réi nhan nat Ok.
Budéc 3: Hiéu chinh danh sach (néu c6 nhu ciu), chen nat Edit Recipient List.

Bwéc 4: Chén dir liéu vao bao thw. Bwéc ndy gidng nhu phan trén thw da
hwong dan, ¢ day ta thiet ke va chén dir li¢u sao cho phu hep, vi du:

Bwéc 5: Xem trwéc két qua (bam chon Preview Results nhw dd hwéng dan &
phan trwérc).

Bwéc 6: Két thic qua trinh trén bao thu (bam chon Finish & Merge nhu di
huong
dan & phan trwéc).
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b) Chikc nang trgn nhan

Twong tu ta cling co

cac buéc dudi day:

Buéc 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

Printer
Information: Lwa | Label Options
Ch(.)n IO@' khay In! Printer information
mé:lc dinh Ia DefaUIt () Continuous-feed printers
tray (di nhién no phl.l (®) Page printers Tray: |Multi-purpose Tray “
thU(:iC Vao mé,y tllﬂh ta Label information
dang Sﬁ’ dung)_ Label vendors: | A-OME w
Find updates on Office.com
. Label Product number: Label information
information: Ll}’a A-ONE 28499 | Type A4 size / 30 labels
Y A A-OME 28653 Fefmin
chen nha cung cap SET e
glﬁy, o dﬁy ta sé€ ChQn ::gﬁg %g;gg Page size: 21 cm = 29.69 cm
loai va kich c& giay |“onezeen v
phl hgp véi nhdn ma || petails.. | | New Label.. cancel

ta s€ in (nén chon A-
ONE).
Product number: Goi y chon A-ONE 28787 dung cho loai 30 nhén, tuy vao

nhu ciu ma ta chon c4c product number khac nhau. Pé xem chi tiét cho tirng loai
ta bam vao nut Details

Hinh 2- 197. Hop thoai Label Options

Label Details ? *

Preview

Side margins
Top margin | 1 r—HonzontaI pltchll

. Number down
Vertical pitch Width
Height
[ 1
Mumber across—————=

Label name: ls-OME 28187
Top margin: 2.25 cm = Label height: 4.2 cm =
Side margin: 2em | Llabel width: 84 cm =
Vertical pitch: 4.2 cm = Mumber across: |2 =
Horizontal pitch: | 8.6 cm | Mumber down: |6 =
Page size: Ad ~

4k
4k

Page width: 21 cm 29.69 cm

Page Height:

Cancel

Hinh 2- 198. Thong tin chi tiét cho tirng loai version
Buéc 2: Chon danh sach @é tron (nhw hwéng din ¢ cac phan trén).
Budéc 3: Hiéu chinh danh sach (néu c6 nhu ciu), chen nat Edit Recipient List.
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Buwdc 4: Chen dir li€u vao vin ban.
Bwéc 5: Xem truéc két qua (nhw hwéng din & cac phan trén).
Bwéc 6: Két thic qua trinh trén (nhw hwéng din & cac phan trén)

2.5 Xay dung biéu mau trong ché do cong tac

2.5.1 Kiém tra, so sanh, két hop dit liéu

Chuc ning nay rat quan trong va hitu ich trong qua trinh soan thao van ban, gilp
ta chia sé tai liéu, quan ly nhitng thay d6i, nhitng ghi chd, so sanh va két hop tai liéu.
Word cung cap 4 nhém lénh chinh trong tab Review: Comments, Tracking,
Changes, Compare.

gn Layout References Mailings Review View Developer Foxit Reader PDF
5%) §$ ‘E‘Vj E @‘ S Simple Markup -
} . E Show Markup =
Translate Language New  Delete Previous MNext Show Track
- - Comment Comments Changes ~ (] Reviewing Pane ~
Language Comments Tracking I

L

Hinh 2- 199. Chirc ning Review trong Word

Thém Cdc Ghi Chu Vao Tai Liéu
Trong mét sé truong hop dé ghi chi

cho s thay dbi (1 6o 0o S thay 46 ta
boi den cum tir can ghi chd rdi bam +— K9 e 2 o Bf
- 9 &l o akal x [EY

chon New Comment trong tab Review.

e Mew  Delete Previous Mext Show Track -
Pé x6a ghi chd, bdm chuét vao ghi ~ “™™" S —
chu, chon Delete trong tab Review: PR 2
A r . , Del C
Delete: Dé x6a ghi chli dang chon. Delets o e

Delete the selected comment.

Delete All Comments in Document:
X6a toan bo ghi cha.
©9 7 Hinh 2- 200. X6a ghi cha
Previous: Di chuyén téi ghi chu trudc
do.
Next: Di chuyén téi ghi chi ké tiép.
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- [— [r—— . . g g
@ T . ' 1 .

cie ban 52 dnh hdmg 3&n con b, $&n cude sbng sau niy
& [-+-oe

s A . | cmonm
Danh ngon v cur xir Fomuatheck Fon: Mot 1ai, Fent ccloe: Dok Risd
T T B T 14 at? P8 Tt : oo oo
By Indn a3t minh vag vi tri slgwii khad néu dieu 36 lam ton thirong ban Fomuatted Tab stepe: 381 Lok
thi né cfing 58 ton throng ngwin khac. Mat 1on ndi v6 ¥ 1a mét xung 46t huém hoa, mét . Fovattesd Fos Mot Ttalic, Fent colee: Dadk flad
lin néd nong gidn cd thé lam hémg cd mt cude din, mit 1id ndi ding lie ob thé lam oo oon
Fommstte: Font b Dk Red

gidim ciing thing, cdn 1 néi yéu thieng o6 thi chiva nh v thwong va mang 38 su

cop con
) R Foamattek: Font ior: Dk Red
binh yén

Tumwhn todt vidn thi makn mii din 25 13 thi tesies bl mide ddu el ndal dao

Revisiors -
A T REVISIONS a
Insertions: & Deletions: | Moves 0 Formetting 5 Comments: 2
copeon Formatted
Font: Not Ttalic, Font color: Dark Red
copcon Formatted BN 20013 12:56:00 AM
Font color: Dark Red
copcon Formatted 28/12/2003 12:56:00 AM
Font color: Dark Red

copcon Formatied
Tab stops: 3.81" Laft

Hinh 2- 201. Man minh theo ddi sw thay ddi caa tai liéu

Theo Déi Sw Thay Péi Ctia Tai Liéu

Néu ban c6 nhiéu ngudi cong tac trén tai liéu, ban c6 thé str dung tinh ning Track
Changes trong Word dé biét nhimng thay dbi da duoc thyc hién va nhiing ngudi da
thuc hién diéu nay. Diéu nay rat hiru ich vi it nhat ciing s& loai bé dugc trudng hop
“cha chung khéng ai khoc” khi tai liéu cong tac c6 16i ma chang thé biét dugc nguon
gbc do ai.

Khi ban thay d6i mot tai liéu véi tinh ning “Track Changes” duoc bat 1&n, mdi
thay d6i ban cling nhu cac dong su thuc hién s& hién thi trén tai liéu duéi hinh thac
duoc danh diu mau, va tat nhién mdi nguoi duoc chi dinh mot mau sic khac nhau.

Vin ban bi x6a s& khdng bién mat — n6 vuot ra ngoai va hién thi van ban b6 sung
véi ché @6 underlined (duong gach gitra céc tir). Piéu nay cho phép ban xem tat ca
nhitng thay ddi trong tai liéu trude khi thuc hién chiing va chon chap nhan hoic tir
chéi cac thay doi.

a) Bat Track Changes
Dé bat Track Changes, ta vao tab Review \ Track Changes

Developer Foxit Reader PDF

# €7 P [5 & Al Markup -
] *z B show Markup ~
Mew  Delete Previous Mext Track o Accept
Comment - Changes - [=] Reviewing Pane ~ -
Comments [Z+ Track Changes El
cr B e B For B % 1D En Lccl-:TracI-:ing 400 1500 216k

Trark Chanoes (Ctr

Hinh 2- 202. Bét tinh ning Track Changes

Bay gid bt ki thay doi ban thuc hién trén céc tai liéu s& hién thi bang danh dau
mau
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- A -
Danh ngon veé cur xir

Hiy dat-minhludn dit minh vio vi tri ngudi khéc, néu diéu 46 1am tén thwong ban thi
16 ciing s& ton thwong ngudi khac. Mot 1&1 néi vé ¥ ¢é khi 13 mét xung dot hiém hoa, mot
101 n6i néng gidn c6 thé 1am héng ca mét cude ddi, mot 161 nédi ding lic ¢ thé lam gidm
ciing thing, con 10i néi yéu thuong eé-théding lic cb thé chita lanh vét thuvong va mang
dén su binh yén.

b) Thay d6i Markup View va dn Track Changes
Khi ban bat Track Changes c6 nhimng cach khic nhau dé xem céc danh dau. Xem
véi “All Markup” cho hién thi tat ca cac phién ban thyc té trong tai liéu cua ban. Day
la giao dién mic dinh cho céc tai liéu mo ra véi “Track Changes”. Tuy nhién, néu
ban c6 rat nhiéu cac phién ban trong tai liéu, né co thé s& kho hiéu dé doc vai tat ca
cac phién ban hién thi.
Review View Developer Foxit Reader PDF

[5 L Al Markup l
Z

B | simple Marku
Track ’ ?

Changes -
iments Trat

All Markup
Mo Markup

. Original
ber o4y 50 &g T o8 2 1

Hinh 2- 203. Chikc ning hién thi cac danh diu

Ban cd thé thay d6i markup view bang cach str dung “Display for Review” trong
trinh don tha xuéng cua “Tracking” trén tab “Review”.

Simple Markup: an cac Markup phic tap
All Markup: theo ddi tat cac cac thay doi.
No Markup: Xem phién ban final cua tai li¢u.
Original: Xem phién ban gbc cua tai liéu.

c) Lock Tracking

EA B Al Markup -
=

& . Show Markup -
Track :

Changav Hﬂevlewmg Pane -
E# Track Changes =
_] [E Lock Tracking ] '_lf" .:._'.1

Hinh 2- 204. Khéa tinh nang Track Changes

Muén dam bao cho tat ca cac nhan xét ciia mot tai lidu c6 sir dung tinh nang Track
Changes dé danh dau nhiing thay d6i cua nd, ban c6 thé khéa tinh ning Track
Changes nay. Diéu nay khong c6 nghia 1a ban khong tin tuong cac dong nghiép cua
ban, nhung ai ciing ¢6 thé bam vao mot nit do nham lan.

Pé khoa tinh niang Track Changes, ban bam vao nira dudi cua nat “Track
Changes” trong phan “Tracking” cua tab “Review” va chon “Lock Tracking” tur
trinh don tha xuong.
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d) Pong Y Hodc Tir Chéi Cdc Thay Doi

Céch duy nhat dé loai bo nhimng thay d6i dwgc theo dai tir mot tai lieu 1a chap
nhan hoic tir chdi chdng. St ~dung tuy chon view “No Markup” s& giup ban xem
nhiing gi co trong tai li¢u cudi cung, nhung nhitng thay d6i chi dugc an tam thoi.
Nhitng thay ddi s& khdng bi x6a va ching sé& hién thi mét lan nita trong thoi gian t6i
khi ai d6 mo tai liéu. Nhu da dé cap trude do, “All Markup” 1a ché do mac dinh khi
mot tai lidu véi nhimg thay doi duoc mé ra. Bé loai bo nhiing thay dbi duoc theo ddi
thudng xuyén, ban phai chap nhan hoic tir chdi ching

Dé chap nhan hay tir chdi sy thay doi, ta boi den phan doan bi thay doi, vao tab
Review, chon Accept dé chap nhan hoac Reject deé tur choi.

Developer Fowit Reader PDF ¢ Tell me what you want to do..

Ij-_“h B Al Markup - m D €] Previous
7 v

[ Show Markup ~ -1 Next
ous Mext Show Track o fccept Reject {
“omments | Changes ~ [ Reviewing Pane ~ - -

nents Tracking P Changes |
Hinh 2- 205. Ch4p nhin theo dbi cac thay di trong tai liéu

e) Tuy chinh tinh ndng Track Changes

C6 nhiing lya chon bo sung c6 san gilp ban thiét lap cho tinh ning “Track
Changes” thong qua viéc truy cap hop thoai “Track Changes Options”.

Dé truy cap vao hop thoai nay, trong phan “Tracking” cta tab “Review” ban nhap
vao hop thoai “Change Tracking Options” m¢& ¢ goc dudi bén phai caa phan nay.

Developer Fowit Reader PDF

=5, C Al Markup - E '] Previo
i _*z E Show Markup ~ 'a MNext
Mext Show Track Accept Reject

mments | Changes~ ) Reviewing Pane ~ - -

ments Tracking Changes

clrd e 5 B o T B -3 21D ChangeTra:kingOpticns"|

Hinh 2- 206. Tuy chon Change Tracking Option

Track Changes Options ? X
Show

Comments Highlight Updates

Ink Other Authors

Insertions and Deletions Pictures By Comments
Formatting

Balloons in All Markup view show: Comments and formatting |

Reviewing Pane: Off e

Advanced Options... Change User Name...

Hinh 2- 207. Hop thoai Track Changes Option
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Dé tuy chinh nang cao, ta chon Advanced Options gitp ban kiém soat moi khia
canh cua viéc theo ddi nhitng thay doi hién thi trong tai liéu.

Man hinh dinh dang hién thj thay doi (Thém méi noi dung, stra doi ngi dung, x6a
ndi dung, dinh dang noi dung), irng vai moi dinh dang s€ ¢c6 mau hién thi khac nhau
dé nguoi su dung dé xu ly:

Advanced Track Changes Options ? *
Insertions: Underline  [IQIeILT [ | By authar e
Deletions: Strikethrough ~| Colon . By authar v
Changed lines: Outside border e

I
Comments; [ | By authar i
Track moves
Moved from: Double strikethrough |~ | Color . Green e
Moved to: Double underline ~| Color . Green ~
Inserted cells: |:| Light Blue ~ | Merged cells: D Light Yellow |~
Deleted cells: |:| Pink ~ | Split cells: D Light Orange |~
Irackformatting
Formatting: [none) ~| Color . By author ~
Preferred width: 9.4 cm +| Measure in: Centimeters ~
Margin: Right ~

Show lines connecting to text

Paper arientation in printing: Preserve ~

Hinh 2- 208. Tuy chon néng cao caa Track Changes

Ta c6 thé quy dinh cach thic hién thi dé theo ddi su thay doi noi dung: Vi du dé
hién thi nhimg thay d6i vé ghi chi ta tick vao “Comments”, dé hién thi dir liéu thay
d6i ta tick vao “Insertions and Deletions”, dé hién thi nhitng dinh dang da thay doi ta
tick vao “Formatting” ... va cac dac tinh khac:

= E_:; B | All Markup -

- == Show Markup
thow Track B N
nments | Changes=| + ESomments

“  nk

N . B | . .
L +  Insertions and Deletions

ng sal nay. ,
g ¥ + Eormatting

=5 Balloons 3

A r
e CIr X1r Specific People L4

ri khacl néu dié

Hinh 2- 209. Theo ddi cac thay ddi cua tai liu
Word ciing cung cap hai man hinh hién thi lich sir caa sy thay doi tai liéu. Ta vao
tab Review \ Reviewing Pane chon:
Reviewing Pane Vertical..: Hién thi bén trai tai liéu
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Reviewing Pane Horizontal..

H -

c D

File Insert
ABC (— ) ABC
v L =

Spelling & Thesaurus Word

]

Home

Smart

Grammar Count  Lookup
Proofing Insights
Revisions
v 7 REVISIONS
cop con Formatted

Font: Not Italic, Font color:

Dark Red

cop con Formatted
Font color: Dark Red

cop con Formatted
Font color: Dark Red

Design

.Hién thi bén duéi tai liéu

aac =
v x Document2 - Word

Layout References Mailings View Developer Fowit Reader PDF
@ + € 3 N DS AIM N M
a’% .A$ U ] ,]. S All Markup 7 >(‘
’ [ Show Markup ~ oo
Translste Language New Track oy Accept Reject
v Comment Changes ~ [P]Reviewing Pane = - v
language Comments 5] Reviewing Pane Yertical... r
s, . . . v O V +oo.s ' Seesy
v % 3, ; A : 2 4 3 "3 Reviewing Pane Horizontal...

cdc ban s& anh hudmg dén con cdr, dén cude song suu nuy:
o

Danh ngdn v& ew xir

thi n6 ciing sé& tén thuong ngudi khic. Mot 131 n6i v6 ¥ 1a mét xung dot hidm h
~ 1o néi ndng gidn ¢6 thé 1am hong ca mét cude A, mot 11 ndi ding lie 6 1

gidm ciing thing, con 1o néi yéu thuong cé thé chira lanh vét thwong va mang

:ov (on Fom\lm'd

“amain = o~

binh yén

Hinh 2- 210. Hién thi lich sir thay doi bén trai man hinh

Chttc ndng két hop (trén) tai lidu

Ngoai ra Word con cung cap chirc nang tron tai lieu cuc ky hay, rat tién lgi cho
nguol st dung, do la chirc nang cho phep nhiéu ngudi cing soan thao trén mot tap tin
va cung cap chirc ning so sanh va két hop cac phién ban cua tai liéu nay thanh mot tap

tin thdng nhat.

Gia str ta c6 hai nguoi cung soan thao mot noi dung ¢ hai may tinh khac nhau. Hai
nguoi soan thao dugc ndi dung nhur sau (d€ y c6 ca sta 16i chinh ta):

tha tha

Y éu thuong vi

_ “Lim sa0 88 cb thé tha thir vi yiu thwong moi ngwin?”
Nhimg dséu nity d hon chiing ta twdmg rat ahuéu

WVade gilk i 183 cia ngwin khic trong long minh ciing ching khic gi mang ting di
trén hung, Chiing ta thuémg lm tdmg riag khs minh tha ther cho ngwin khic 1 minh ¢6
" long tét, mich lim on lim phiic cho ho, vi ho 43 ¢6 18 déi vér minh vi minh tha thir ho.

Sur thit i khi minh tha thi cho ngwin khie, cb thé ching in nhip i déa ngutn minh tha
T thir, vi thirdmg 1 ko dang & ddu 36 r8t xa vi chiing bidt 14 mish 03 tha thir ho. Nhumg tha

thir cho nguin Kisée thi minh 44 gidp chinh minh rit nhidu, vi nich 33 vit di tiag 34 20kg
~  minh dang mang trén lung

Ngdy nay tit ¢ ching ta 3éu bidt 13 him gidn thi ghét Km hat Gén sire khoe th
thin v thé chdt cibs minh. Him gidn thi ghét pdm trong long mish nhidu théng nhidu nam,
130 stress thiimg trve, 24 tifng mit ngdy khdng nghi, db minh c6 nhd 8én chuyén bim gidn
" thi ghét 86 hay khdng, Stress thusimg trye 46 gép phiin lim minh cang thing thiximg troe,
lim yéu b3 mi#n nhiém, ting khi ning bénh hogn vé tim, dwémg tiéu héa, ddt quy vil cie
bénh hiém nphao khic. Vi lim con ngudi ciia chinh minh tr thinh khé yéu hon vi ning
le tiéa cye bao boe quanh minh

Mdi nguin chiing ta c6 mét “viing hio quang” hay cén goi li “ving ning heomg®
quanh ta, nbu la cic tranh dnh nguii ta thuémg v& céc i thin thich D didu ma cic nhi
twdmg s got chung i “tudmg™—tudng lim vua, txéng griu sang, timg méoh phu phu

Yéu thuong va tha tha

Néu ta dang mang mie ting 44 20kg tréa lumg, ta 85 khdag boi ta cb nda vit
niy 3i khing. Ta 58 vilt ting a4 86 ngay tie thi
- Viée il t9i 131 ciin nguodi khic troag long minh ciing ching khic gi mang ti
* trén hmg. Chéng ta thuémg lim tidmg ring khi mink tha thir cho ngwén khac 1a mi
long tét, minh lim om lim phic cho ho, vi ho di cé 131 4 vér minh vi minh tha ¢
Sy thit 13 khi minh tha thir cho ngwin khic, o6 thé ching fin ehip gi déa ngun mis
n  thir, vi thikmg 14 ho dang & ddu 86 rit xa vil chiing biét 14 minh 4§ tha thir ho. Nhun
thir cho nguin khde thi minh 48 gibp chinh minh rit abidu, vi minh 85 vit di tdag 34
minh dang mang trén lung.
g Ngdy nay tit cd chlng ta $5u bidt 1 him gidn i ghét lm byt Gén sire kho
= thdn v thé chdt cla minh. Him gidn thi ghét ndm trong 1ong mish nhidy thing nhidy
180 stress thanimg true, 24 tiéog mdt ngdy khdng nghi, di minh cb nhé Sén chuyén bin
thi) ghét 86 hay khdag, Stress thudmg trye 36 p6p phén lim minh cing thing thurdmg
lim yéu b mitn nhiém, ting khi ning binh hoan vé tim, duimg tiéu hoa, ddt quy 1
«  binh hidm nghdo khic. Vi lim con ngudi cila chinh minh trd thinh khé yiu hon vi
© lpo tidy cue bao boe quanh minh
Méi nguin chiing ta c6 mét “ving hio quang” hay cén goi la “ving ning h
quanh ta, nhw li céc tranh dnh ngudi ta thikmg v céc vi thin thinh. D6 dida ma ci
twong 36 goi chung i “twdmp”—tudmg lim vun, tiximg gidu sang, twimg méch ph

Hinh 2- 211. Vi du vé két hop 2 tai liéu
Ta tién hanh két hop (tron) 2 tap tin nay nhu sau:

Bwéoc 1:Tai mot tap
nhém Compare cua tab Review:

tin  Word bét

ky, ta chon Compare... trong
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Foxit Reader PDF

Developer

oSls A
L) Simple Markup

= * v

' =1 5 show Markup ~ —_—

Show Track o Accept
Comments Changes ~ Reviewing Pane - -

iments Tracking 7]
1 5 1 [ 1 7 1 B - 9 . w. @ - 11 -

ﬁ Previous
I

Compare Documents

Original document Revised document

Taptinl.doo b

Label changes with

Taptin2.doo

Label changes with

Lt

More ==

OK

X & L
T 2 Next :
Reject Compare k  Restrict
' =z Editing
Changes
g Compare... .
- 12 -y - 13 . — Compare two versions of a
decument (legal blackline).
E"E Combine...
1 x f= Combine revisions from multiple
authors into a single document.
v
Microsoft
Cancel

Hinh 2- 212. Chon chire nang so sanh 2 tap tin
Hoac bam vao biéu tuong thu muc ké bén danh sach dé chon tap tin

Original document: La tén tap tin chira di liéu géc
Revised document: L4 tén tap tin chira noi dung bi thay doi

Pé ma rong thiét 1ap cau hinh so sanh

tap tin, ta bam vao nat “More”:

Compare Decuments

Original document
Taptinl.doox

Label changes with

<« Less
Comparison settings
Insertions and deletions
Moves
Comments
Eormatting
Case changes
[+] White space
Show changes

Show changes at:
Ogharacterlevel
@ﬂord level

? >
Revised document
Taptin2.doox w
Label changes with | picrosoft
—
=
Cancel
Tables

Headers and footers
Footnotes and endnotes
Textboxes

Fields

Show changes in:
O Original document
O Revised document
(®) New document

Hinh 2- 213. H§p thoai Compare Documents

Dinh dang nhu trén rdi bam OK
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Revisions

A REVISIONS

cop o Deieted
“Lim sao 48 ob thé
tha thir wvi yiu
tharomg mpd ngurin 7™

Whimg difu niy d&
b ching ta hxmg
et nhsbu
copcon inperbed

Wi ta dang
mang ml ldng J4
20cg trén hmg, ta 52
khéing hii ta oé nén
viit tinp 4§ nay di
khdng Ta e8 vii
Rang 0 b gay ke
thi

cop oon Delsbed
Ll
cop con inuerted

ngEhi

« |Cu"vrr!l||n.uum

UL sand8-0dha tha b va yodu Knmig e mpsn "

Ihimg didu niy i bon cling b it nhik

M ta dane mang i ting &6 20ke tedn hmp ts 58 khfing hai ta o ndn vit ting
dandy d xh;.ng Ta gi\';_jg gd4 &b ngay i thi

Vike pilt tii 15d edia nesssinmedi khic trong lang minh cing chinpg khic pi mang
thng 44 trén hong, Chiling ta thurimg Mm frdmg ring khi mink tha thi cho ngw khde 13
mink b Kng lnl rirth Ean om Mo phise cho ko, vi bo 48 b 151 81 vin tmieh v raish
tha ikarha. Sulh.u[al.lum:rﬂuha!hu:l:anglmkha: :Dm:hmshnnhapg.:lznnm
mink tha thir, vi thetmp, 1a by dang & diu d6 rit xa vid r:hang'h £t 13 minh 44 tha thir hip.
Niizng tha thie cho ngarfi khic thi minh 44 gitp chinh minh rit nhifu, vi mink 44 vt 4i
ting 44 20%kg mink Jang mang irdn hmg.

Mpiy nay tit cd ching tn déu bidt li him pidn thi ghét lim hai 30 gie khae tinh
thidn v the ehit e mink. Him pign this ghit ném trong g minh ahile théng shib
niim, tao eiress ilarmg inge, 24 tidng mdt ngly khang nghi, 4 minh e nhé dén le}éu
him gain this ghet 46 hay k]wn‘g Stress thaimyg tnee 46 pop pban]am mink cing iking
tharomg #nzo, lam véu hi mitn nhl:ru ting kha néng bénh hoan vE tim, didmp tifu bda,
dit quy wi cie bénh hitm nghito khie, Vi lim con nginin cda chinh minh tnd thinh kha
vt hom vi mang hye tido epe baa boe quanh minh

M ngurivi chiing ta of mit “vimg hiie quang” hay con gei 1a “vinpg néng lwmg™
iqueanh ta, nbu 14 che tranh dnh ngar ta tharme v8 ehe vi thin thénh 59 didumd cde nha

r

Deginal Document [TapTnldocs - copten]
¥ tharen i thu thar

“Liwn sao A cé the tha thir v yie theomg moi nguin?

Mhimg difu niy 4 hon ching tn timg rit shife

Vifie ikt 15i ea ngeiri khic trong lbag minh
elng ehing khic g mang tdeg 04 tréa lung Chibng ta
s 1ien tdmug ring kbu minh tha thie cho nguin khae
lii minh c6 lomg t5t, minh m on lm phise cho kg, vi
ho it e 16 Adi v minh vt mink tha thit ho, Si thit
14 khi minh tha thiz cho npeii khie, e thé ching dn

Frvmed Incoment (TapTinddo - eop cen)

b b dang mang mist idng &8 2 tréin lumg, ia
58 khang hat ta b nén vit ting 43 niy di khing Ta sé
vilt ting di &5 ngay tim thi

Ve gt 6 181 oiia nguda khie trong lbng mink
rilng ching khin gi mang tang di trén mg, Chimg &
thneimg |dm hedmp ring khi mich tha thiz cho ngwid khie
I mink o6 lomg tht, minh Em om Lm phiss cho b, vi
T 85 e 154 A61 vén eninh va minh tha thi ho. Sir that
Inklum:mhlhn Lhuc}wnm.ﬁn klm: coth- Lh.lmgﬁn

Hinh 2- 214. Cac man hinh danh déu sy thay doi trong qua trinh két hop

O ¢ bén trai man hinh: Cho ta biét lich sir thay doi & tap tin chinh.

O ¢ giita man hinh: Cho ta biét qué trinh tron di liéu giia 2 tap tin

O bén phai man hinh: Cho ta biét noi dung cua tap tin goc va tap tin thay doi.

Buwéc 2 : Ta tién hanh két hop dir liéu nhu sau:

Bo6i den dit liéu danh dau 12 bi x6a & man hinh gitra: B4m chuét phai, chon Reject

Deletion. Ta cd két qua nhu man hinh bén duéi:

Compared Docurnent

| ¥ cut

Eey Copy

lr Ils .-Il-n

hane mdt tine d4 20ke trén lune, ta 8

dI|'3 Paste Options: T = -
o 16nge. Ta s8 vat tang da d6 neay tike thi

O L
Accept Deletion
Beject Deletion
F} Track Changes

% Hyperlink...

|__P| Mew Comment

Di cia agedinguroi khice trong long mi
lung. Chl'mg ta thuomg 14m tudmg ring
co Idng tét, minh 14m on 1am phic ch
h tha thi ho. Siethat 13 khi minh tha th
IL dén ngudi minh tha thi, vi thuimg 14
ninh ¢4 tha thi ho. Nhung tha thi cho

Hinh 2- 215. Chgn chire niing x6a bé dir liu

Tiép tuc boi den cac dong dir liéu danh dau 1a thém méi: Bam chudt phai,

chon Accept Insertion dé chap nhan thém méi di liéu.
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Compared Document b

“Lim sao d8 c6 thé tha the vi yéu thuong moi ngudi?”
Nhitng diéu niy dé hon chiing ta twéng rit nhidu.

Néu ta dang mang mot tang d4 20kg trén Iung, ta sé khong hoi ta co nén

vat tan & cut a 58 vit ting 34 46 neay tic thi

' E;@ Lopy noudingudi khic trong 1ong minh ciing ching khéc
giman ‘D PasteOptionst ot thidmg [4m tudng ring khi minh tha thiz cho
ngudi | AD ( tbt, minh 1am on 1im phic cho ho, viho d4 c6 16i
a61 v Accept Insertion wz ho. Swthét 13 khi minh tha th cho nguti khéc, co
thé ch? Rei . wuovi minh tha the, vi thudng 13 ho dang & dau d6 rit

] Reject Insertion F A

Xavic Track Chanaes  tha thir ho. Nhung tha thit cho nputi khéce thi minh
da gty © ? s, viminh d4 vit di ting da 20kg minh dang mang
trén I % Hyperlink...

[ Mew Comment

‘wtmnrrnarrraranarn o bn Afnn hifE 13 b aifn this ohAF T hai Afn e
Hinh 2- 216. Chon chire niing chip nhan bé sung dir liéu
Boi den chit danh dau thay d6i (sai chinh ta): Bam chudt phai, chon Accept
Change dé chap nhan sy thay doi. Vay ta da ket hgp xong cac phién ban, tién hanh luu
tai liéu va keét thuc.

Viéc giff t61 101 cia asedinouoi khic tro
ptangda trénlhimg. C ¥, cut '
thic 12 minh ¢6 1ong gy copy

minh Vé'minhﬂ}aﬂ’ AD, Paste Options:
mng in nhép gi dén n; -

hang biét liminhdz

» chinh minh rat nhii Accept Change

R SRS SR

1g Beject Change
. i . | B* Track Changes
Ngay nay tit ca cha 1

A . z | BL  Hyperlink...
nh thin va thé chit & ~P="
Mew Comment

hang nhiédu nam, tac s |

Hinh 2- 217. Chéap nhan sy thay d6i trong tai liéu

2.5.2 Tai liéu chu

Pi bao gio ban phai soan thao mot van ban Word bao gom rat nhiéu trang hay
chua? Néu ¢ thi chic han moi ngudi déu dé dang nhan ra rang Word quan 1y nhiing
kiéu vin ban nhu vay chua thuc su hiéu qua, do vay cach thuong lam dé khic phuc
tinh trang nay 1a chia nho file vian ban Ién thanh nhiéu file nho khac nhau. Nhung néu
nhu vay thi 1am sao ching ta ¢ thé dam bao rang chung da dugc danh sb thir tu chinh
Xéc, cac phan ndi dung trong bang va muc index khdng bi “v&™?

Trong Word ¢6 mot tinh néng rat hay dé &p dung trong nhing truong hop nhu
vay, do la Master Document — c6 kha nang ket hop nhieu file van ban Word nho
thanh mot file duy nhat.

Khéi niém Master Document & day c6 thé hiéu don gian 12 mét file Word c6
chtra duong link dén céc thanh phan, file Word khac — hay con goi la subdocument.
Toan bo phan noi dung cia subdocument s& khong duoc chén vao bén trong file
Master Document, qua d6 chung ta c6 thé d& dang thuc hién cac thao tac khac nhu
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chinh stra, x0a, thém hoac bét théng tin trén nhing file subdocument riéng biét. Va
bit ky su thay doi nao ciing s& ngay lap tic duoc cap nhat vao file Master
Document theo cach tu dong. Con trong trudng hop ¢6 nhiéu nguoi cing lam viéc
trén mot file van ban duy nhat thi Master Document s& cho phép ngudi ding phan
chia cac phan khéc nhau cua tai liéu téi timg ngudi riéng ré.

File Outlining Home Insert Design Layout References Mailings Review
& € [Level 1 | o Show Level: Level 9 = \‘“1

v'| Show Text Formatting e : 3
xpan

Show First Line Only Document Subdocuments

Outline Tools Master Document

A Y ¥ -

P ' C:\Users\Admin\Documents\Master Document\Chapter 1.docx
- ' C:\Users\Admin\Documents\Master Document\Chapter 2.docx
]

= ' C:\Users\Admin\Documents\Master Document\Chapter 3.docx

Hinh 2- 218. Man hinh hién thi dwong link dén cac subdocument

Tao Master Document twr Scratch

Néu cac ban bat dau tao mot file Master Document hoan toan méi thi c6 thé tao
tir Scratch trude tién. Dé bat dau, hdy tao mai mot file Word, luu lai véi tén tly y.
Sau d6, chon tab View va nhan Outline trong phan Document Views:

File Home Insert Design Layout References Mailings Review [ Developer

I___j D ,-‘,_‘ | Ruler Q (5 E] One Page FE E |_'

- : Gridlines —E [0 Multiple Pages )
Read ' Print Web o Zoom 100% ) Mew Amange Split
Mode Layout Layout Mavigation Pane {[ Page Width Window Al
Views Show Zoom
L --2---1-.-E-.-1-.-3-.-3-.-:\-.-5-.-5-.-?-.-&
L

Hinh 2- 219. Chon ché d¢ hién thi Outline
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Outlining Home Insert Design Layout References Mailings Review View

2= . - I
& € |Level? e » Show Level: Level 9 a
| Show Text Formatting N
A ¥ F = o Show Collapse Close
Show First Line Only Document Subdocuments | Qutline View
Outline Tools Master Document Close

@® Chapter 1
= Section 1-1
© Section 1-2
= Section 1-3
@® Chapter 2
© Section 2-1
= Section 2-2
@® Chapter 3
= Section 3-1
= Section 3-2

Hinh 2- 220. Man hinh tao cac heading trong Outline

Bt dau nhap noi dung cho phan heading trong form outline, sir dung danh sach
drop — down cua Level, d6 mau xanh Ia cay cho cac danh muc gach dau dong trong
phan Outline Tools cua thé Outlining:

Sau khi hoan tit viéc tao heading nay, nhan Show Document trong phan Master
Document cua Outlining:

Outlining Home Insert Design Layout References Mailing
®- & - =t
@ € |level? .l 3 » Show Level: Level 9 ;}
v| Show Text Formatting S :
AV $ - 5 Show Collapse
Show First Line Only Dociment dubdocumen
QOutline Tools Master Document

@ Chapter 1
@ Section 1-1

© Section 1-2
Hinh 2- 221. Biéu dién c4c chirc niing trong nhém Master Document

Luc nay, chuong trinh s& hién thi thém nhiéu tuy chon trong phan Master
Document cua thé Outlining, chon toan bd phan outline trong van ban va
nhan Create:

“*Outlming Home Insert Design Layout References Mailings Review View

@& € Level2 v » Show Level: Level 9 =3 Merg

| Show Text Formatting = [E2 Insert Split
A Y - 3 = Show Collapse :
Show First Line Only Document Subdocuments Lock Dc
Qutline Tools Master Document

® Cha pter 1 Create Subdocument
@ Section 1-1 Create a new subdocum
© Section 1-2 You cannot embed a su
@ Section 1-3 within body text; it must

Hinh 2- 222. Tao cac Subdocument
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Nhan tiép Create xung quanh ting phan van ban riéng biét, sau d6 lwu lai
file Master Document thém mot lan nira tai thoi diém nay:

Cutlining Hame Insert Design Layout References Mailings Review

@— . - =15 I
o & | Level2 - 3> B Show Level: Create
Show

| Show Text Formatting ol Insert

A ¥ F = o s .
Show First Line Only et Slid eeimante Unlink
Cutline Tools Master Document

B8 @® Chapter 1
@ Section 1-1
© Section 1-2
@® Section 1-3
o
o
B @® Chapter 2
@ Section 2-1
@ Section 2-2

ks

{
“

]
r

o
o
B ® Chapter 3
= Section 3-1
@ Section 3-2

+]

Hinh 2- 223. Man hinh hién thi tirng phan Subdocument riéng biét
Sau d6, tirng phan vin ban riéng biét d6 s& duoc tao thanh céc file trong tng (nhu
hinh dudi). Tén trong dong heading cua cac phan do sé duogc dat cho tung file
subdocument:

| [ = | Master Document

Home Share View

<« v » ThisPC » Documents » Master Document

MName Date modified
5+ Quick access

MS Chapter 1

B Deskto »
P W Chapter 2
; Downloads - 5 Chapter 2
@ Documents + @5 Master Document
= Pirtiirec .

>

Hinh 2- 224. Cira so luu cac file subdocument

Dé chuyén vé ché do View trude dé, vi du nhu Print Layout thi cac ban nhan
nut Close Outline View trong phan Close cua tab Outlining:

a3 DO ; Master Document - Word
Outlining Home Insert Design Layout References Mailings Review View Developer Fonit Re
@ . - - 1 T Mesoe
& € |Level? |, o Show Levek :Il @ Create Merg B
| Show Text Formatting - j—; Insert plit
A T F = Show Collapse = Close
Show First Line Only Bt S e e Inlink 2 Lock Document | outline View

Qutline Tools Master Document lgge |
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Hinh 2- 225. Pong ché dd hién thj Outline

Néu muén tao bang néi dung trong Master Document, hiy dit con tré vao phan
dau cua van ban va mo tab Reference:s \ Table of Contents, sau d6 chon mot trong so
cac tuy chon cia Automatic Table dé chén dinh dang bang bat ky vao vi tri con tro:

File Home Insert De<ign Layout References |

l;T“ ] Add Text~ ABI 71 Insert Endnote ’jf
— 4 Update Table AE, Next Footnote ~
Insert ) Insert
Footnote show Notes Citation
Built-In
Automatic Table 1
Contents
Heading 2........ A
L O
Automatic Table 2
Table of Contents
L S SRRSO |
Heading2........ A
HEBOING 3 .-cvee e oeerees e omees oo smsmsemss s et et et ettt astosssiesmssesesessiocs ]
1. Manual Table -

Hinh 2- 226. Chon bang chi muc

Dé xem phan Seption Breakvdﬁ duoc chén bai Word khi tao subdocument, cac ban
m¢o tab Home va nhan nut c6 biéu tuong nhu hinh duéi:

Insert Diesign Layout References Mailings f Developer Fouit Reader
o ) . v Aa | ' L —— | g
B Calibri Body) =[11 = A" A" | Aa~- & iZ-i=-%z- =3 | M| | aaeboene] asel
Paste - R, Ak === . &, - Th B L
N ' Farmat Painter B I U-axx x f-% -9 = = s Normmal Na
Clipboard i Font I Paragraph F
L e B A SRR R IR R 5 7 Show/Hide T (Ctrl+*)
- n .

laple-or-contentsy| She
- hficrosoft-Officed I_d
h

Chapter-l.. e s sssssns
- =—+ PowerFoint r
SeCtion-1-L..ciiiirisrisre s e g

= oy Lrzesst]

SeCtionN 1-2.. i s ssness | %k INfOPRIRE
Hinh 2- 227. Chire ning hién thi cic Section Break va dinh dang
Word s& hién thj chinh xac cac doan Setion Break va dinh dang

Luu ¥ rang khi ban tao Master Document theo cach nay thi Word s& tu dong
chén Section Break trudc va sau mdi phan subdocument duoc tao. Piéu nay ciing c6
nghia rang s& khdng c6 su phan trang trong toan bo vin ban, tuy nhién céc ban van cé
thé dé dang thay ddi va chinh sira Section Break:
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= Section-3-19

= Section-3-29 I e Sectio n Break (CONBINUOUS ) mrmes
*Table-of-Contents]
Chapler-1 .. e e s ettt eR et e bt e he e eae e e be e ehe e eaeesee s e e s eense et eennean 19
Y= d [o ] T K O USSR BBeeeeee ettt et ieeeeeeeetrethr b eeeneeenssnarrnnnaaaeraes 19
Y= Ton 4o Ll PR UU PP s et e e e e e e e e e e e e aananeaeeneseeneas 19
Y=ot € o] L K T USROS ettt bt e et e e eeeeae e et e e abanbansnn—nnennaeereeeeees 19

CRAPTET 2 ottt ettt besssee e smsssssebas T sebassaaeseebabbessaeebabbesseebabbeseeb ebbeneseerssanesesssnsnnesess 1Y|

SECHION 2-La et eeeas s e as s nrananan ettt ettt tieeeaeeeeet ettt e ieeeeeenasanraannaereseeeanesnns 19
Y=o 4[] L U O TS BB eeeae ettt a b eeeeeeeeet bbb ereeeeesansanarra e eaesaes 19
Chapler3 .. e s s re s et e bbb e e bbb e e e b e e e e nas 19
Y =Ton € o L o OO PP Pttt ate e 44 e e et e e e e e e e e e e bbb e he et eeeeeaeeeneeeeeeeranrans 19
SBCEION -2 ianssnasassassssssstsnssanssissssesiiissiiasmsssssassassastsissssnas R 19

Hinh 2- 228. Man hinh hién thi cac Section Break va dinh dang

Hinh anh duéi ddy 14 cai nhin tong quan vé van ban chinh trong ché d6 outline véi
cac phan subdocument dugc ma rong:

Outlining Home Insert Design Layout References Mailings Review View Developer Foxit Reader PDF
< € Body Text - » SR : = a
| Show Text Formatting
A Y B = . Show Collapse Close
Show First Line Only Document Subdocuments  Outline View
Outline Tools Master Document Close
® Chapter-19]
S— e (11T U (o7, LT/ TTT.TTL) E———
Section Break (Continuous)
® Chapter-29
- LI
® Se 2-29
..... Y — s SECHON Break (Continuo us ) wm mimmssisimis

Section Break (Continuous)

Section Break (Continuous)

Table-of-Contents9|
Chapterl -+ 19
Section-1-1 - 19

© Section1-2 - 14

© Section1-3 - 19

© Chapter2 - 19
Section-2-1 - 19
Section2-2 —» 19

© Chapter3 - 19
Section3-1 - 19

© Section:3-2 -» 14
1

Hinh 2- 229. Man hinh hién thi vin ban trong ché dé outline véi cac phan subdocument

Tao Master Document tir cdc file Word c6 sdn

Trong phan tiép theo cua bai viét, ching ta s& thuc hién cach tao file Master
Document theo cach co ban, tao mai file Master, sau d6 chén nhiing file van ban da
c6 san thanh subdocument.
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Dé thuc hién, cac ban hay tao file méi va luu nhu cach da thuc hién phia trén. Sau
d6, mo tab View va nhan Outline trong phan Document Views. Thé Outlining s& c6
thé sr dung duoc tai buéc ndy, nhin tiép Show Document trong Master
Document dé kich hoat thém cac tly chon khac. Dé chén thém subdocument, cac ban

nhan Insert:

Outlining

o & | Levell

A Y F =

Home Insert Design Layout References Mailings Review View
-3 - Show Level: Level E Create
=3
v Show Text Formatting |_—"_-.j Insert
Show
Show First Line Only Document
Outline Toals Master Document

Insert Subdocument

Browse for an masting fild
as a subdocument

Hinh 2- 230. Thém subdocument

EE Insert Subdocument X
“ v 4 <« Documents » Master Document w Search Master Document 2
Organize = MNew folder = O @
@ Microsoft Ward Mame Date modified Type
) ms Chapter 1 26/03/202 Microsoft Word D...
OneDrive - X i i
[=| Chapter 2 26,/03/2020 Microsoft Word D...
[ This PC M= Chapter 3 26/03/202 Microsoft Word D...
) 3D Objects M| Master Document 26/03/2020 435 PM  Microsoft Word D...
[ Desktop
|= Documents
* Downloads
J’! Music
= Pictures
m Videos
2w Local Disk (Z:)
MATAY MLy 25 ( }
File name: | v| All Word Documents ~

Cancel

Hinh 2- 231. Hop thoai Insert Subdocument

Bang diéu khién chinh cua Insert Subdocument hién thi, ta tré duong dan téi thu
muc chaa file van ban can chén, chon file dau tién va nhan Open (nén dat cac file
subdocument nay cung 1 thu muc va tén sap xép theo thir tu dé tién cho qua trinh su

dung):

Trong truong hop hé théng hién thi bang thong bao rang di co san Style trong
ca Master Document va subdocument thi h@y chon Yes to All. Viéc nay sé gitr
nguyén toan bo Style trong subdocument sao cho phu hop véi Master Document:

Microsoft Word

the subdocument?

x

Style ‘Heading 1 Char' exists in both the subdocument you are adding ["Chapter 17} and the master document, Would you like to rename the style in

Yes

 Yes to Al

Mo Mo to All
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Sau d6, 1ap lai bugc nay voi tung file subdocument ban muén chén vao vin ban
chinh. Khi hoan tat, chdng ta c6 thé thu gon cac doan subdocument néu muon, bang

cach nhdn nat Collapse Subdocuments trong  phan Master Document caa
tab Outlining:
Outlining Haome Insert Design Layout References Mailings Review View Developer
@5 Show Level: - s =
& & |Body Text | > =
= | Show Text Formatting - a
a ¥ + = - Show Collapse Close
Show First Line Only Document |Subdocuments| Outline View

Outline Tools

%)

Master Document

Collapse Subdocuments (Ctrl+\)

Close

< {Continuous )

Choose between showing the full

@® Chapter1

path to the subdocument file or the

I"? SeC’EfOI‘“ 1-1 actual subdocument content.
= Section 1-2
@ Section 1-3

o] Section Break (Continuous):

Section Break (Continuous) .-

(o]

Hinh 2- 232. Chirc ning thu gon subdocument

Mot diém can luu y tai day 1a duong dan caa mdi file subdocument s& duogc hién
thi day di. Pé md subdocument dé soan thao, ching ta ¢ thé nhan dap vao biéu
tuong van ban & phia trén goc trai caa subdocument, hoac Ctrl + nhan chudt vao
duong dan tryc tiép twong tng cua file. Khi tién hanh nhap file Word c¢6 sin vao
file Master Document thi Word s& ty dong chén Section Break vao trudc va sau moi
subdocument:

File Outlining Home Insert Design Layout References Mailings Review
@& € |Levell s o Show Level: Level 9 = 1‘[”-
v| Show Text Formatting =k —
A Y % - Show Expand
Show First Line Only Document Subdocuments
Outline Tools Master Document

o]
- C:\Users\Admin\Documents\Master Document\Chapter 1.docx
o ' C:\Users\Admin\Documents\Master Document\Chapter 2.docx
]
= ' C:\Users\Admin\Documents\Master Document\Chapter 3.docx

Hinh 2- 233. Man hinh hién thi dwong link dén méi subdocument

Dé xem toan bd van ban & ché do non—outline, cac ban nhan View \ Print
Layout hoac chon céc kiéu view khac:
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= Section-3-19
» Section-3 )ﬂ Section Break (Continuous )
*Table-of-Contentsq
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Hinh 2- 234. . Man hinh hién thi cac Section Break va dinh dang
Bén canh d6, cac ban con co thé tao thém cac bang twong tu nhu cach da dugc dé
cap ¢ phia trén. Va viéc can lam sau cung la chinh stra, dinh dang, thém hoac bét
thong tin tai cac phan Header va Footer....

2.5.3 Bao vé tai liéu

Ddi véi nhitng tai liéu mang tinh nhay cam thi viéc thiét 1ap ché do bao vé dir liéu
la vo clng quan trong. C6 nhiéu cap d6 bao vé tai liéu, & day gido trinh s& hudng dan
mat s cach bao vé tai liéu cua ngudi sir dung:

Thiét Idp thudc tinh chi doc cho tai liéu

Tai sao ta phai th{ét Iap thudc tinh chi doc cho tai liéu? thuong thi khi tai !iéu la
phién ban cuoi cung roi (tuc la da hoan chinh) thi chu so hitu tai ligu s€ danh dau cho
nguoi doc biét bang cach thiét 1ap Mark as Final.

Céch thiét lap nhu sau: Vao tab File \ Info \ Protect Document \ Mark as Final:

Info

Protect Document

é’ Control what types of changes
Protect

Document -

D Mark as Final
2 Let readers know the document is
final and make it read-only

Encrypt with Password
Password-protect this document

—n [ PR L .

Hinh 2- 235. Thiét lap thugc tinh chi doc cho tai liéu
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- Sau khi chon Mark asnFinaI, s& c6 2 man hinh xuét hién nhu bén dugi. Chon OK
de thiet 1ap, chon Cancel dé huy thiét lap:

Microsoft Word *

| This document will be marked as final and then saved.

Cancel

Sau khi chon OK s& c6 thém mot man hinh tiép theo, & man hinh nay ta tiép tuc
chon OK. Du6i day la man hinh cua tai liéu dugc thiét 1ap la chi doc, ché d6 nay
nguoi st dung sé€ khdng thé chinh sira, thém maéi hay la dinh dang tai liéu duoc:

Home Insert Design Layout References Mailings Review i Developer Foxit H
0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway
L 1 1 E 1 1 1 2 1 3 4 5 1 [] 1 7 1 ] 1 El 1 ) LU | 11 1 12 .

Khu du lich Ghénh Réang Tién Sa thudc phwong Ghénh Réang,
N Binh Pinh, cich trung tim thanh phd khoang 3km vé phia déng
quan thé nhirng bai da ndi tiép nhau, uén lron theo duwdng cong
Hinh 2- 236. Tai liéu dwoc thiét lap thudc tinh chi doc
Bam “Edit Anyway” & phia bén trén tai licu dé thoat khoi ché do chi doc (xem
hinh trén).
Thiét Idp mdt khdu cho tai liéu
Pay l1a kiéu bao mat tai lieu ma tdi 99.9% nguoi st dung chon lya dé thiét 1ap cho

nhitng tai liéu c6 dir liéu nhay cam. Cach thiét lap: Vao tab File \ Info\ Protect
Document \ Encrypt with Password:

Info
GHENH RANG TIEN SA
Docurments
Protect Document
a"‘ Control what types of changes |
Protect
Document =

D Mark as Final
a Let readers know the document is

final and make it read-only

Encrypt with Password
Password-protect this document

Restrict Editing
Control the types of changes others

Hinh 2- 237. Cai dat mat khau cho tai ligu
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Sau khi chon “Encrypt with Password”, Word s& yéu cau ta nhap 2 lan mat
khau, tai 2 1an nhap mat khau nay ta phai nhap giéng nhau. Theo kinh nghiém thi ban
nén nhap mat khau cé chira ddng thoi: Chit, s6, ky hiéu; tranh 1ay mat khau 1a tén hay
ngay thang nam sinh hay s6 dién thoai vi nhu vay rat dé bj 16:

Man hinh nhap mat khau lan thi 1:

Encrypt Document 7 >

Encrypt the contents of this file
Passward:
-lllIIIld

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Hinh 2- 238. Hp thoai nhap mat khau
Nhap mat khau roi bAm OK s& xuat hién man hinh nhap mat khau lan 2:

Confirm Password ? >

Encrypt the contents of this file
Reenter password:
FERBEEEEE

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

Hinh 2- 239. Hép thoai nhap lai mat khau

Sau khi nhap 2 1an mat khau thanh cong, dé kiém tra lai ta dong tai liéu hién tai
sau d6 m¢ lai tai liéu nay, Word s€ yéu cau ta nhap mat khau dé xem:

Password ? X

Enter password to open file
G AGHEMH RANG TIEM SA.doox

Hinh 2- 240. Hgp thoai nhap mat khau dé mé tai ligu

Ban chi ¥ phai nhé mat khau da nhap, néu nhu ban quén thi khong thé mé duoc
tai liéu vi Word c6 co ché bao mat tai liéu rat cao. Sau khi thiét 1ap mat khau roi, néu
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muén théao bo mat khau thi ta chi can vao lai man hinh thict 1ap mat khau, ta chi viéc
x6a mat khau di (dé trong) roi nhan OK.

Ngdn chdn chinh stra va dinh dang dir liéu

Cép d6 bao mat nay cao hon “Thiét 1ap thudc tinh chi doc cho tai liéu”, truong
hop nay ngudi st dung muén thay d6i hay dinh dang lai dit liéu thi bat budc phai nhap

mat khau. Tinh ning nay rat quan trong n6 gilp bao quan dugc thong tin cudi cung
cua tac gia, tranh duoc nhimg diéu dang tiéc khi co ai d6 c6 tinh pha dir lieu.

Cac budc lam nhu sau:

Buwdc 1: Vao tab File \ Info \ Protect Document \ Restrict Editing.

Info

GHENH RANG TIEN SA

Documents

Protect Document

@‘ & A password is required to o
Protect

Document -

Mark as Final

2 Let readers know the document is
final and make it read-only
Encrypt with Password
Password-protect this document

Restrict Editing
Control the types of changes others
can make

Hinh 2- 241. Thiét lap tinh niing khong cho phép chinh sira tai liéu

Sau khi chon Restrict Editing, Word s& cung cap man hinh Restrict Formating
and Editing cho phép ta thiet l1ap ché do bao mat tai liéu:
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