MON TIN HOC CAN BAN — BUOI THUC HANH 3
MON TIN HOC CAN BAN — BUOI THUC HANH 3
MON TIN HOC CAN BAN — BUOI THUC HANH 3

MON TIN HOC CAN BAN — BUOI THUC HANH 3

MON TIN HOC CAN BAN — BUOI THUC HANH 3

HUONG DAN THU'C HANH TIN HQC CAN BAN
(BAI SO 3)

1. NOI DUNG:

I. Tao ky tw Drop Cap.

1L Ké dwdng vién va td nén cho doan van ban (Borders and Shading).
m.  Tao muc danh dau va sé thir ty (Bullets and Numbering).

IV. BPinh dang van ban theo dang ct (Columns).

2. HUONG DAN:
1. Cach tao ky tu Drop Cap:
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rop Cap (Dropped Capital Letter): La chir hoa,thut thdp dé trang tri & dau mot doan vin ban.

Dé tao dugc mot chit hoa 16n thut xuéng ¢ dau dong nhu trén ta theo cac budc sau:

Nhép chudt vao doan c6 chira chit ma ban mudn tao "drop cap" .
Trén trinh thyc don Format, chon Drop Cap.

3. Click Dropped dé chit hoa chi chiém mét 6 vudng hoic chon In margin dé chira
nguyén 1& cho chir hoa.

4. Tuy chon Lines to drop cho ta chinh dugc d 16n ctua chit hoa. Distance from text cho
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chinh khoéang cach tir chit hoa dén chit vin ban.

=] =] [~

[ (= T =] Cropped Imn margir

Cpkion=
Eonk:
Srnaristobke

Lime=s o drop: =
Diskance From E=exk: O cm
[ ok ] [ —ancel ]

and graphic fills):
+Ké vién, t6 bong, thém hinh d0 hoa s& thém phan hap din va co hiéu tmg nhin
manh cac phan khéc biét cua tai liéu.
1. Ké vién (Borders):
e Thém vién cho vin ban, hinh anh hay bang:
-Chon vin ban, hinh anh hay bang can ké vién.
-Néu chi mudn ké vién cho mét s6 6 thi chi chon céc 6 nay.

e Chon Format/ Borders and Shading/ Borders:
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Borders and Shading |
Borders | Page Border | Shading
Setting: Skwle: Preview
| | ~ lick on diagram below or use
D Mone buttons to apply borders
B e
I:I Shadaow T b
Calor:
D | Aukornakic vl
3D
width
| vapk — s | Apply to;
Zuskam
-§ . ] - |Paragraph -~ |
[ Shioww Toolbar ] [ Harizontal Line. .. ] [ [o]:4 ] [ Cancel ]

e Vio Setting, Style dé chon cach vién (bao khdi, c6 bong, 3-D), nét dudng vién
(lién, dut khoang, chdm chim)...

e Néu chi mudn vién mot sb bén thi chon Custom bén dudi Setting va bén tuong
ung dudi Preview.

e Dé chi dinh vi tri chinh x4c cua duong vién cho mét doan vin, chon:

Paragraph du6i Apply to, chon Options va vao cac tily chon ban mudn.
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Border and Shading Opticns

From Eex=xk
Top: = Lefr: + pt =
Bokbtom: 1 pkE = Fight: <+ pk =
Pressisuwas
[ L] ] [ Cancel ]

*Goi y: Thir ra chudt 1an lugt qua cac phan ¢ thanh cong cu (toolbars), quan sat tén ciia cac
biéu twong. Thir dung cac cong cu nay (Tables and borders, Outside Border..).

3. Tao muc dinh diu va sb thir tw (Bullets and Numbering).

e Khi danh may mot van ban..Microsoft Word c6 thé tao ra cac “dau hiéu dé
muc” hay danh sb tht tu cac doan, muc..mot cach tu dong.
e Tac6 thé danh diu hiéu hay s6 thtr tu cho mot doan theo céch sau:
1. G& “1.” & danh s6 hay dau sao “*” dé tao dau hiéu dé muc.
2. GO van ban vao .
3. Nhan ENTER dé sang muc khac. Word s€ tu dong chén vao STT hoac
dau dé muc tiép theo.
4. Dé két thuc mot nhom STT ta an ENTER 2 14n hoidc 4n BACKSPACE
dé x6a STT hay dau hiéu sau cling.

(Phian Tham Khio Tiéng Anh:

Create bulleted and numbered lists as you type

1. Type 1. to start a numbered list or * (asterisk) to start a bulleted list, and then press
SPACEBAR or TAB.
2. Type any text you want.

5
BO PHAN TIN HOC

21
BO PHAN TIN HOC

22
BO PHAN TIN HOC

22
BO PHAN TIN HOC

BO PHAN TIN HOC



MON TIN HOC CAN BAN — BUOI THUC HANH 3
MON TIN HOC CAN BAN — BUOI THUC HANH 3
MON TIN HOC CAN BAN — BUOI THUC HANH 3

MON TIN HOC CAN BAN — BUOI THUC HANH 3

MON TIN HOC CAN BAN — BUOI THUC HANH 3

3. Press ENTER to add the next list item.
Word automatically inserts the next number or bullet.

4. To finish the list, press ENTER twice, or press BACKSPACE to delete the last bullet
or number in the list.

Note If bullets and numbers do not automatically appear, click AutoCorrect Options on the
Tools menu, and then click the AutoFormat As You Type tab. Select the Automatic
bulleted lists or Automatic numbered lists check box.).

e Tacling co thé thém dau hiéu hodc STT cho ddu mdi doan cia mot vin ban
c6 san.:
1. Chon muc can thém diu dé muc hodc STT.
2. O thanh cong cu chon Format/ Bullets and Numbering..
o Goiy:
1. Co thé chon céc kidu ddu danh diu doan khac nhau khi vao Format/
Bullets and Numbering..
2. C6 thé nhip chudt vao sé dau tién dé kéo (Move) nguyén nhom qua trai
hodc phai .
3. Co thé chuyén mot danh sach c6 nhiéu muc hién hanh thanh mot danh
sach phan cip bang cach thay ddi ting 16p cac muc nhu sau:

Click vao sd (khong phai s6 dau tién) roi an TAB hodc
SHIFT+TAB hoic nhap vao biéu twgng Decrease/ Increase Indent &
thanh cong cu.

TD: Luc dau vian ban c6 dang sau:
1. aaaaaaaaaaaaaaaaaaaaaaa
2. bbbbbbbbbbbbbbbbbbbb
3. CCCCCCCCCCCCCCCeeeeeeee
4. dddddddddddddddddddd

Ta mudn bién hai muc 2 va 3 thanh hai muc con ctia muc 1 nhu sau:
1. aaaaaaaaaaaaaaaaaaaaaaa

a. bbbbbbbbbbbbbbbbbbbb

b. cceceeeeccecccccccccccce
2. dddddddddddddddddddd
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4. Dinh dang van bin theo dang c6t (Columns).

1. Chuyén sang ché d¢ print layout view.
2. Chon van ban mudn thanh dang cot.

3. Trén thanh cong cu chuan Click vao biéu tuong ctia
Columns.
4. Kéo chudt dé chon s0 c6t ban muon.

ddaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
ddaaadaaaaaaaaaaaaaaaaaaaadaadaaaaadaaaadaaaaaddaadaadaaadaaaaaaaaaaaaaaaaaaaaaaaaaa
daaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

3. Thwc Hanh:

FBz‘li thwe hanh 1:
1. Vao Tools/ AutoCorrect Options..., tao 2 muc AutoCorrect nhu sau:

Replace With
tl Transparent Language
sp san pham

2. Nhap vao ndi dung van ban bén dudi, st dung cac muc AutoCorrect vira tao (nhdp van ban
trude, dinh dang sau theo hudng dan).

HOC NHIEU THU TIENG NHO MAY TiNH
Transparent Language Company

Transparent Language, mot cong ty chuyén vé phan cing day ngoai ngir da
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cong bd mot san pham phan cing co thé day nhanh 51 thir tiéng cho nhiing nguoi
thuong di du lich hay cong tic & cac nude. Pay 1a con sd ky luc ctia Transparent
Language, vuot xa san pham cung loai ciia hing Learning Company (san pham nay c6
thé day duoc 31 thir tiéng).

Sén phim cta Transparent Language c6 thé day cac thir tiéng
thong dung nhu Anh, Hoa, Tay Ban Nha, Phap, BPuc, Y,
Nhat. Ngoai ra san pham nay c6 thé day dugc hau hét cac
thir tiéng khac trén thé gidi, trong d6 c6 ca tiéng Viét, Do
Thai, Hin-di, La-tinh,...

I

ransparent Language d3 tung ra san pham nay véi gia chi c6 29,95VS° nhung phén cimg
nay lai gitp ngudi ding ndm rat nhanh cac kién thirc cin ban vé mot ngon ngir. Cac chii
dé day hoc ctia phan ctng ciing rat phong phu va gan giii v6i cudc sdng hang ngay.
Nguoi dung Click chudt vao cac cau trén man hinh 1a tiéng s& phat ra, dong thoi man
hinh cling hién thi phan bién dich, y nghia, tir vung va cac lién két dan t6i cac chu gidi
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vé ngir phap. Ngoai ra, san pham phan ctng nay cua Transparent Language ciing cho
phép nguodi dung 1ap mdt danh muc céc tir hay sir dung hoac céc tir kho dé tra nhanh va
cho phép thu tiéng cua hoc vién dé doi chicu.

3. Pinh dang theo cac théng sb trong menu Format/ Paragraph (Chu y doi don vi do trén
thudc cho dung. Dé ddi don vi thude do vao Tools/ Option/ General..) nhu sau:
-Poan 1: s Alignment: Justified. (= canh déu).
#» [ndentation: Left, Right: 1 em; Special: First line, By: 1.5cm
s Spacing: Before: 0 pt; After: 6 pt
-Poan 2: s Alignment: Justified.

# [ndentation: Left: 2 em, Right: 2.5 em; Special: Hanging By: 1.25cm
#» Spacing: Before: 0 pt; After: 6 pt
-Poan 3: s Alignment: Justified.
#» [ndentation: Left: 1 em, Right: 0 cm; Special: None
s Spacing: Before: 0 pt; After: 6 pt

4. Dung chirc ning sao chép dinh dang (Format Painter) dé dinh dang cho céc chir
Transparent Language

5. Tim nhiing tir ctrng va thay thé bang tir mém.

6. Tao ky tu Drop Cap.

7. Luu tai liéu 1én dia D: v6i tén Buoi3_1.doc. Pong cira s6 tai liéu dang mo.

FBﬁi thwe hanh 2:

Tao vian ban c6 dang dudi ddy va luu vao 6 dia D: véi tén Buoei3_2.doc
TRUYEN CUOI(*)

iy NOi trang

Mot nguoi dan 6ng va vo ong ta di du lich vé mién Tay va dung lai & mgt tam bién dé “Tiéng
Vong”.
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e Nguoi vg bao: Thir xem

Anh nghi d6 1a diéu ngdc nghéch, nhung ciing thir mot 1an xem sao. Ngudi chong noi
roi hét that to:

V6 1y. Sau mot phut, anh ta bao: Thiy khong ? ching c6 gi xay ra ca.

Ngudi vo noi: Thir 1an nita xem.

Lan nay anh ta lai hét: T6i 1a nguoi banh trai nhat trén doi.

Va sau d6 mot tiéng doi lai: “Vo Iy...1y...1y...”

iy CO dic thong tin
Pang bién tap bai viét cia mot phong vién, thu ky toa soan goi anh nay 1én khién trach:
e Bai nay chi can viét trong 50 chit, ma anh viét t&i 500 chir! Anh c6 biét mot dién tich
nhu vy trén mit bao gia bao nhiéu tién khong? Mang vé ¢o dic lai cho t6i!
Cubi cung tin d6 duge ding nhu sau: “Nguyén Thanh X. , Can Tho. Tbi 22/5, bat lira soi xem
xe con hay hét xang. Xang con, X. tho 30 tudi”.
Swu tim: www. vnexpress.net

FBz‘li thuc hanh 3:
Tao vin ban c6 dang dudi day va luu vao 6 dia D: voi tén Buoi3_3.doc

PHAN MEM XU LY VAN BAN(*)
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"

ord la cach noi gon ctia tir Word Processor (phan mém xur 1y van ban). Qua trinh xir Iy vin ban
bao gdm hai giai doan chinh: Soan thao (Editing) va xir Iy (Processmg) Soan thdo van ban la
cong viée rat thuong gip trong vin phong va la cong viée rat nham chan khi nguoi ta con
dung may danh chir (typewriter) dé thyc hién.
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v

6i may danh chir, mdi lan ban go mot phim thi lap tic cac ky tu duoc in ra gidy. Khi gd hét
mot hang, ban phai kéo can dé xudng hang. Muon canh 1& cho ngay ngan ban phai canh bang
tay va mit. Mot vin ban da dugc tao xong, néu c6 15i thi phai g lai tir dau va c6 thé mac phai
khuyét diém nhu 1an trudc (cang gd cang sai).
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v

01 may vi tinh va Word, mai dén lic ban ra Iénh in, c6 thé van chua c6 vét nao trén giéy ma
doi hdi ban phai xac nhan lai 14n nira méi in. van ban chi hién ra trén man hinh dé ban kiém
tra va hiéu chinh cho dung. M&i khi ban gd dén cudi hang, ché d6 Wordwrap sé& tu dong mang
tron tir (word) xudng hang va ty dong sip xép cac mirc canh 1& (margins) da duoc khai bao
trude do. Ngoai ra, v6i nhitng céng cu (tools) xur 1y van ban nhu: Tim va thay thé (Find and
Replace), sap xép (Sort), sao chep (Copy), di chuyén (Move),... 1am cho Word tr& thanh
ngudi ban dong hanh khong thé thiéu ctia nguoi thu ky van phong.

Diic biét: Vi Microsoft Word, mot phadn mém soan thao vin ban chay trong méi truong
Windows, s& cho phép ban nang 1én mot budc méi ddi voi cong tac soan thao van phong. Co
thé don cir mot vai khia canh dudi day:
 Kha ning dinh dang ky tu rat phong pha nhu: Pam (Bold), Nghiéng (talic), Gach
dudi nét don (Single Underline), Gach duéi nét doi (Double Underline), chi s6 trén a2
+ b? (Superscript), chi sé duéi H,SO, (Subscript).. Trong Format/ Font/ ..
& Nhiéu chirc ning dinh dang doan (Paragraph) rét tién loi.
 Viéc hién thi thudce do va cac thanh cong cu s& gitip cho ban don gian hoa thao tac,
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dé hiéu va dé sir dung.(View/ Ruler..).
# Microsoft Word c6 thé lién két v6i cac trinh ing dung khac nhu Microsoft Excel,
Microsoft Power Point,... c6 kha nang thyc hién nhiéu ky xdo tién tién trong vi€c soan
thdo va trinh bay van ban.

g

F Bai thuc hanh thém 4 (hoic doc tham khio):
Tao vian ban c6 dang dudi ddy va luu vao 6 dia D: véi tén
Bai_lam_them_buoi 3_4.doc

QUI PINH HINH THUC TRINH BAY
BAO CAO KET QUA NGHIEN CUU KHOA HQC
I- QUI PINH CHUNG:

Hinh thirc trinh bay Bao cdo két qua NCKH phai tuan thi nhimg qui dinh chung sau
day (ngoai trir Trang bia va Trang phu):

1. Kiéu chir (font): sir dung kiéu chir Times New Roman (mi Unicode).

2. C& chir (size): c& chir 12 trén khd gidy A4 dimg (ngoai trir cac biéu bang, biéu do,
hinh 4nh va cac ndi dung can thiét khéc can trinh bay trén kho gidy A4 ngang).

3. Dan trang (page setup), canh I& (margins) tuan theo cac thong s sau:

Top: 2.5 cm; Bottom: 3 cm;
Left: 3 cm; Right: 2 cm;
Header: 1.5cm; Footer: 1.5 cm;
Gutter position: left Gutter: 1-2 cm

4. Khoang cach giira cac doan (paragraph spacing): 6 pt.
5. Khoang cach giira cac hang (line spacing): “single”.

6. Qui wéc danh sé thir tw cho phin ndi dung chinh: in ddm muc sb, chir va tén
phan/ muc. Phan/ myc sau phai so le véi phan/ muc lién truée 1 tab (0,5-1 cm) va
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tudn theo nguyén tic danh sé theo ma tran. Cach danh sb cac muc con khong dugc
vugt qua 3 cap.

Thi du:
A. (c6 thé canh giita trang)
L.
1.
1.1.
1.1.1.
1.1.2.
1.2
1.3.
2.
1L

7. Panh s6 trang: danh sb trang 1 ké tir phan M¢ dau va danh & goc dudi, bén phai caa
moi trang can danh so.

8. B0 tri twa va chu thich anh, biéu dd va biéu bang:
- Tya hinh anh nam phia duéi hinh anh.
- Tya biéu d6 nam phia trén biéu dd.
- Tya biéu bang nam phia trén biéu bang
- Chu thich (legend) anh, biéu do, biéu bang dugc b tri ndm phia dusi anh,
bi¢u do6 va bi€u bang.
11 - QUI PINH VE BO CUC VA HINH THUC TRINH TU THE HIEN BO CUC CUA

BAO CAO KET QUA NCKH:
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1. Phan Khai tap:

1.1. Bia : gdbm bia chinh (xem mau tai Phy luc) va bia phu vé co ban gidng

nhau c6 kiéu chit Times New Roman va ¢ chit tily chon va trinh bay

sao cho can doi nhung cd chir cua tén dé tai phai 16n hon cac chi tiét

khéc. Bia chinh va bia phu bao gom nhitng muc dugc thé hién theo

trinh ty tir trén xudng nhu sau:

1.1.1. Tén co quan chu tri dé tai, chuong trinh, du an

1.1.2. Tén dé tai phai 1a tén chinh xac ma Hoi dong xét duyét dé
cuong dé tai da thong qua.

1.1.3. Tén chi nhiém d& tai (bia chinh), Tén cha nhiém dé tai va cac
thanh vién dé tai (bia phu)

1.1.4. Pia danh va thang, ndm bao vé dé tai

Giita Bia chinh va Bia phu co thé ¢6 Bia 16t. Bia 16t 1a mot trang gidy

trang, chi in tén bao cao khoa hoc.

1.2. Loi cam on: (khong bat budc) ghi 1oi cam ta di v6i co quan d& dau cong

trinh nghién ctru hodc 161 cdm on mot ca nhan, khong loai
trir nguoi than.,

1.3. Loi gi6i thiéu: (khong bat buoc) con goi la Loi tya, thuong 1a do ngum

ngoai tac gia viét dé gisi thiéu cong trinh nghién ctru doi
v6i cong chung. Ngudi gidi thiéu co thé 1a mot nha khoa
hoc c6 uy tin hoac mot nhan vat co6 vi tri xa hoi, nhung
thuong phai 12 ngudi co quan tdm dén linh vyc duoc dé
cap trong bao cdo khoa hoc.

1.4. Loi n6i dau: (khong bat budc) Loi noi dau do tac gia viét dé trinh bay

16
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thuc tién cua cong trinh khoa hoc.

1.5. Phan tém tit: khong qua 1 trang dé tom tat ndi dung chinh ctia dé tai.

1.6. Muc luc: Muc luc thudng duoc dit ¢ du sach, tiép sau bia phu, c6 thé dat

muc luc sau 161 gi61 thi€u va 161 n6é1 dau.

1.7. Danh sach cac bang, biéu df‘),

1.8. Ky hi¢u va viét tit: Liét ké theo thr ty van chir cai nhitng ky hiéu va chir
viét tat trong bao cdo dé nguoi doc tién tra ctiru (néu
de tai sir dung nhi€u tur viét tat)

2. Phan chinh: gém mot sb ndi dung sau:

2.1. Mé dau: bao gdbm cac nodi dung sau:

- Muyc tiéu va ndi dung nghién curu.

- Béi tugng va pham vi nghién ctru.

- Co s6 1y luan va phuong phap nghién ctru: bao gom:

+ Co s Iy thuyét duogc str dung.
+ MO0 ta cac phuong phap nghién ctru da duoc thuc hi¢n.

- Cac phuong phép quan sat hodc thi nghiém dé thu thap thong tin,
chtirng minh céc luan cur dé ki€ém ching gia thuyét.

2.2. Két qué nghién ctru va phan tich két qua: phan nay co6 thé trinh bay

trong mot chuong hoac mot so6 chuong, bao gom cac ndi dung:

- Két qua vé mit Iy thuyét va mit thyc tién.

- Thao lun, binh luan két qua va néu nhitng chd manh, chd yéu cua
quan sat va thuc nghi¢m, nhiing ndi dung chua dugc gidi quyét va
moi phat sinh.

2.3. Két ludn va kién nghi: Phan nay thuong khong danh s6 chuong, nhung 13

mot phan tach riéng, bao gom céc ndéi dung:
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- K&t luan vé toan bd cong trinh nghién ctru.

- Céc kién nghi rut ra tir két qua nghién ciru.

3. Tai liéu tham khao:
Cac tai li¢u tham khao khong mang sb thu tu ma phai duogc xep theo thur ty ABC cua

ho, tén tac gia, khong phéan biét tén tiéng Viét va tiéng nudc ngoai (néu ho tring nhau thi cin

clr vao tén 16t dé xép thir tu, néu ca ho va tén 16t tring nhau thi cin ctr vao tén goi dé xép thi
tu). Bat dau hang thir hai cua moi tai li€u phai lui vao 1 tab (0,5-1 cm) . Tai li€u nay cach tai
liéu kia mgt dong doi (spacing, before and after: 6pt).

Ting loai tai liéu tham khao phai ¢ cach thé hién nhu sau:
3.1 Liét ké mét cudn sach:

Ghi theo thir tu sau day cho mdi tai lidu:

Ho Tén tac gia. Nam xb. Twa quyén sach. Noi xb: Nha xb.

* Ghi chii: Can ghi dau phay (,) sau Ho ctia tén nuéc ngodi.
3.2 Liét ké mét chwong trong mot quyén sach cé chi bién:
Ghi nhu sau:

Ho Tén cua tac gid chuong dugc tham khdo. Nam xb. “Tya cua chuong”,
trong/in (néu la tiéng Anh) ... (ghi cac chi ti€t quyén sach nhu & 3.1).

* Ghi chii: Can ghi dau phay (,) sau Ho ciia tén nuée ngodi.
3.3 Liét ké mgt bai bao cao trong mét tap chi khoa hoc:
Ghi nhu sau:

Ho Tén (cac) tac gia. Nam xb. “Twa bai bdo cdo”. Tén tap chi Bo (SH):
trang...-trang...

* Ghi chi: Can ghi ddu phdy (,) sau Ho ciia tén nuée ngodi.

3.4 Liét ké mot tai liéu doc trén Internet:
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C6 nhiéu qui cach, nhung théng nhét dung cach sau ddy cho don gian dé ngudi
doc c6 thé truy tim tai liéu dé dang:

Ghi nhu sau:

Ho Tén tac gia (néu c6), Ngay thang nim, (néu ngudi ta khong ghi, chiing ta
ghi ‘khéng ngay thang’), Tua dé cia tai lidu viét lién theo chit [on-line/
truc tuyén]. Nha xudt ban (viét nghiéng), c6 thé 1a to chirc hodc ca nhan
co trach nhi¢m quan 1y trang web. Poc tu http://www... ngay....

* Ghi chii: Can ghi dau phdy (,) sau Ho ciia tén nwée ngodi.

3.5. An pham chinh thirc ciia nha nwée
3.5.1. Bai diéu tran trudc Qudc hji:
3.5.2. Cong bao, Tai liéu buém:
3.6. Luin viin tot nghiép

Ghi céc chi tiét sau ddy: Ho Tén tac gia. Nam t6t nghiép. Twa dé tai. Luan van tot nghiép K§
su/Ct nhan (nganh). Khoa..... Truong Pai hoc....
* Ghi chu: Can ghi dau phay (,) sau Ho cua tén nuwoc ngodi.

III- CACH TRiCH DAN TRONG PHAN NOI DUNG BAO CAO KET QUA NCKH

1. Khi trich ¥ tor mot tai ligu cia mdt tac gia, ghi: (Ho Tén tac gia, Nam xb) hodc ghi: Ho
tén tac gia (Nam xb). Tuy nhién, doi vdi tén tac gid nudc ngoai, co thé ghi: (Ho cua tac gia, Nam

xb).

2. Khi trich y tr mdt tai li¢u cua hai tac gid, ghi: (Ho Tén cua tac gia thtr nhét va Ho
Tén cua tac gia thir hai, Nam xb) hodc ghi: Ho Tén cua tac gia thtr nhat va Ho Tén cua tac gia
thir hai (Nam xb). Tuy nhién, ddi vdi tén tic gia nudc ngoai, co thé ghi: (Ho cua tac gia thi
nhét va Ho cia tac gid thr hai, Nam xb).

3. Khi trich ¥ tir hai tai liéu hodc nhiéu hon, ghi: (Ho Tén cua tac gia thi nhat, Nam
xb; Ho Tén cua tac gia thtr hai, Nam xb) hodc ghi: Ho Tén cua tac gia thir nhat (Nam xb) va
Ho Tén cua tac gia thir hai (Nam xb). Tuy nhién, d6i voi tén tac gia nudc ngoai, co thé ghi:
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(Ho cta tac gia thir nhat, Nam xb; Ho cua tac gia thir hai, Nam xb).

4. Doan nao trich nguyén van cua tac gia, ghi: (Ho Tén cua tac gia, Nam xb:
trang...-trang...). Tuy nhién, doi véi tén tac gid nude ngoai, cod thé ghi: (Ho cua tac gia, Nam
xb: trang...-trang..).

5. Khi can trich din nguyén van mot doan it hon hai cau hoic bon dong danh may thi
c6 thé sir dung dau ngodc kép dé mé dau va két thic phan trich dan. Néu cén trich dan dai hon
thi phai tach phan nay thanh mot doan riéng khoi phan nodi dung dang trinh bay, véi 18 trai lui
vao thém 2 cm. Khi ndy m& dau va két thuc doan trich nay khong phai sir dung dau ngoic
kép.

Phin tham khdéo tiéng Anh:

Use Format Painter

+ Hide All

You can use Format Painter on the Standard toolbar to apply text
formatting and some basic graphics formatting, such as borders and fills.

Note If you don't see the Standard toolbar (Standard toolbar: A toolbar that
performs some of the most common tasks in a Microsoft Office application,
such as opening, saving, and printing files.), on the View menu, point to
Toolbars, and then click Standard.

1. Select the text or graphic that has the formatting that you want to copy.

2. On the Standard toolbar, click Format Painter . The pointer
changes to a paintbrush icon.

To apply formatting to more than one block of text or graphic,
double-click Format Painter .

3. Click the text or graphic that you want to format.
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If you apply formatting to more than one block of text or graphic, select
each of them, one at a time.
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