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CAC QUY PINH CHUNG

1. Quy dinh chung vé két cau néi dung hoc liéu:

M6t hoc liéu can cé cac ndi dung cg ban sau:

- Muc luc: muc luc néi dung, danh muc hinh, danh muc bang, hép.....
- LGi noi dau: Muc tiéu moén hoc, déi tugng hoc...

- Cac chuong: moi chuong cé cac ndi dung ca ban sau:

Chuong <s6> + <TEN CHUONG> (ddy duogc xem la tiéu dé cap 1)
A. Muc tiéu chuaong
B. Két cau chuang/Sa dé chuang
C. NO&i dung chuadng:
1.1. < Tén tiéu deé cap 2 thir 1 caa chuong 1>
1.1.1. <Tén tiéu dé cap 3 thir 1 cua muc 1 chucong 1>

1.1.2. < Tén tiéu dé cap 3 tha 2 cia muc 1 chuong 1>

D. Tém tat chuang
E. Phan on tap: (n6i dung phan on tap tuy theo tung hoc liéu)
- Cau hoi trac nghiém
- Cau hoi ty luan
- Dap an phan o6n tap
- Phu luc (néu co)
- Bai doc thém (néu co)

- Tai liéu tham khao



Luuy:

- Giai thich sé6 thir tu cac tiéu deé:
CHUONG 1 (2, 3,....) (dugc xem nhu tiéu dé cdp 1, ngam hiéu la 1.)
Tir doé ta 6 cdc tiéu dé cdp 2 nhu sau:

vD: 1.1

1 (CHUONG 1).1 (Muc [6n thi 1 cba chuong 1)

VD: 2.2 = 2 (CHUONG 2).2 (Muc 6n thit 2 cia Chuong 2)

Tuong tu tiéu dé cap 3:
VD 1.1.. = 1 (CHUONG 1).1 (Muc (6n thu 1 cia chuong 1 ).I (Muc nhé thut 1 trong muc [6n thit 1
cua Chuong 2)
VD 2.2.. = 2 (CHUONG 2).2 (Muc [6n thi 2 ctia Chuong 2). I (Muc nhé thu 3 trong muc [6n thu 2
cua Chuong 2)
- Co tiéu dé 1.1 thi phai cé it nhat tiéu dé 1.2...
C6 tiéu dé 1.1.1 thi phdi c6 tiéu dé 1.1.2....
C6 gach ddu dong thu nhat thi phdi c6 gach dau dong thu 2

- Hinh, hép, bang... c6 nguén bén ngoai phai cé trich nguon



2. Quy dinh vé thiét ké

Font chir
Yéu cau: Dung font Segoe UI toan bd cac phan ndi dung, tiéu dé ... clta hoc liéu
Pinh khé giay va canh lé
Yéu cau: Kich thudc: Width 15.5 x Height 23.5 cm
Canh lé: Left/Right: 1.8 cm, Top/Bottom: 1.5 cm
Thuc hién: Vao PAGE LAYOUT/Margins/Custom Margins...:
+ Margins: Top/Bottom: 1.5 cm, Left/Right: 1.8 cm
Apply to: Whole document
+ Paper:  Width: 15.5 cm, Height: 23.5cm
Apply to: Whole document
+ Layout: Header: 1 cm, Footer: 1 cm
Apply to: Whole document
Phan Pau trang (Header) va Chéan trang (Footer)
- Header:
Yéu cau: Dau trang lé: <TEN HOC LIEU>, Canh [é phai
Dau trang chan: <TRUONG DAl HOC MG THANH PHO HO CHI MINH>, Canh trai
Size: 7pt, Khoang cach Before: Opt, After: 12pt
Thuc hién: Vao INSERT/Header/chon Different Odd & Even page
Nhéap néi dung cho tiéu dé trang chan/lé
Vao HOME: Font: Segoe UL, Size: 7pt, Left/Right
Vao PAGE LAYOUT: Spacing Before: Opt, After: 12pt
- Footer: (S6 trang)
Yéu cau: Size 10pt, Khoang cach Before: 6pt, After: Opt
Thuc hién: Vao INSERT/Footer/chon Banded (sé trang canh gitra)
Vao HOME: Font: Segoe UI, Size: 10pt

Vao PAGE LAYOUT: Spacing: Before: 6pt, After: Opt



Cac Tiéu dé caa chuong
- Tiéu dé cap 1 (VD: Chuong 1 <TEN CHUONG SO MOT>)
Yéu cau: CHU VIET IN HOA, Size 15pt, mau Light Blue, Bold
Khoang cach Before: 12pt, After: 5pt
Pudng gach dudi mau blue, d6 day 1pt
LEVEL 1 (xudt hién & cap d¢ 1 trong phdn muc luc)
Thyc hién: VIET IN HOA NOI DUNG

Vao REFERENCES/Add text/chon LEVEL 1 (thao tdc ndy dé danh ddu nhiing néi sé

xudt hién ¢ cdp d¢ 1 trong phan muc luc)
Vao PAGE LAYOUT: Spacing Before: 12pt, After: 5pt
Vao HOME: + chon Font: Segoe U], Size: 15pt, Bold, Font Color: Light Blue, Left
+ Vao Boder/chon Borders and Shading.../:
Chon Color: blue  Width: 11/, pt

+ Styles/Create a Style/nhap Name (VD: 1.)/OK (budc nay dé luu dinh
dang mau cua phan Chuong vdéi tén tu ddt, dinh dang mau ndy sé dp

dung cho cdc phan chuong tiép theo)

Két qua nhu sau:

Chuongl <TEN CUA CHUONG SO MOT>

- Tiéu dé cap 2 (VD: 1.1. <TEN TIEU BDE MOT CHAM MOT>)
Yéu cau: VIET IN HOA, Size 12pt, mau Blue, bold
Khoang cach Before: 12pt, After: 5pt
Border: bottom, Color blue, width 1pt
LEVEL 2 (xudt hién & cdp do 2 trong phdn muc luc)
Thuc hién: VIET IN HOA NOI DUNG

Vao REFERENCES/Add text/chon LEVEL 2 (thao tdc nay dé danh ddu nhitng néi sé

xudt hién & cdp dé 2 trong phan muc luc)



Vao PAGE LAYOUT: Spacing Before: 12pt, After: 5pt
Vao HOME: Font: Segoe Ul, Size: 12pt, Font Color: blue, Bold, Left
Vao Boders/chon Borders and Shading.../:
Color: blue Width: 1pt

Styles/Create a Style/nhap Name (VD: 1.1)/OK (budc nay dé luu dinh
dang mdu cua phdn tiéu dé cdp 2 vdi tén tu dat, dinh dang mau nay sé
dp dung cho cdc phdn tiéu dé cdp 2 tiép theo)

Két qua nhu sau:

1.1. <TEN TIEU PE MOT CHAM MOT>

- Tiéu dé cap 3 (VD: 1.1.1 <Tén tiéu dé mot cham mot>)
Yéu cau: Viét in hoa dau dong, Size 10.5pt, mau chit dark orange, bold
Khoang cach Before: 12pt, After: 5pt
LEVEL 3 (xudt hién & cdp do 3 trong phdan muc luc)
Thuc hién: Viét hoa dau dong ndi dung

Vao REFERENCES/Add text/chon LEVEL 3 (thao tdc ndy dé danh ddu nhiing néi sé

xudt hién & cdp dj 3 trong phan muc luc)
Vao PAGE LAYOUT: Spacing Before: 12pt, After: 5pt
Vao HOME: Font: Segoe U, Size: 10.5pt, Font color: dark orange, Bold, Left

Styles/Create a Style/nhap Name (VD: 1.1.1)/OK (budc nay dé luu dinh
dang mdu cua phdn tiéu dé cdp 3 vdi tén tu dat, dinh dang mau ndy sé
dp dung cho cdc phdn tiéu dé cdp 3 tiép theo)

Két qua nhu sau:

1.1.1. <Tén tiéu dé moét cham mot cham mot >



No6i dung trong cac tiéu dé chuong (body text)
Yéu cau: c& chit 10.5pt, Cach Ié trdi 1em, Khoang cach dong 1.1
Khoang cach doan trén dudi 5pt,
Thuc hién: Vao HOME: chon Font Segoe U], Size 10.5pt, Justify
Vao Paragraph/Line Spacing: Multiple 1.1

Styles/Create a Style/nhap Name (VD: body)/OK (budc nay dé luu dinh
dang mdu cua ndi dung vdi tén tu ddt, dinh dang mau ndy sé dp dung cho

cdc phan néi dung tiép theo)
Vao PAGE LAYOUT:

Indent: Left: 1em, Right: 0cm

Spacing: Before: 5pt, After: 5pt

(cdach lam tham khao phdn HOME, PAGE LAYOUT)

Quy dinh vé Hinh, Hop, Bang, Sc do
Yéu cau: Veé vi tri tén:
- Tén hinh/sc d6 nam dudi hinh/ sa do
- Tén HOp/Bang nam trén HOp/Bang
Vé mau sac:
- Mau sac hinh/so d6: Dua theo hinh goc ta thém nén xanh (blue lighter 60%) , hoac
thém vién xanh (blue lighter 60%) do day 41/2pt vao hinh/sc do

- Mau sac bang: mau cac 6 ndi dung cam (orange lighter 80%), mau cac 6 tiéu dé la

cam (orange lighter 40%)
- Mau sac hop: mau nén la mau xanh 1a (Green lighter 80%)
Pinh dang chir cho tén hinh/hép/bang/sc do: Size: 10.5pt, in dam, mau chi: Blue

Vé nguon hinh/hép/bang: Néu lay nguon ti bén ngoai phai ghi trich nguén,

size 10.5pt, canh phai, in nghiéng
Thuc hién: Tao s6 thir tu cua hinh/hép/bang... c6 s6 chuong dirng trudc:
- Vao REFERENCES/Insert Caption/New Label/Label:
nhap: Hinh <sé chuong cua hinh> (VD Chuadng 1 |a Hinh 1. hodc Bang 1.)
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- Pé chén “so thir tu + chi Hinh 1.” vao trudc tén hinh ta vao:
REFERENCES/Insert/Caption/Label/Chon “Hinh 1.” (vira dugc tao & trén)

Pinh dang chir cho tén hinh/hép/bang/sc d6 ta vao:
HOME: Font: Segoe UI, size 10.5pt, Bold, color blue

Vao Styles/Create a Style/nhap Name (VD: Hinh)/OK (budc nay dé luu dinh
dang mau cida tén hinh/hép/bdng/sc dé vdi tén tu ddt, dinh dang mau nay sé dp

dung cho cdc tén hinh/hdp/bang/so do tiép theo)

VD céc hinh/sc do clia chuang 1, két qua nhu sau:

Hoach dinh > Ra quyét dinh »  Kiém soat

Hinh 1.1. Tén hinh th& nhat cua chuong 1

Hinh 1.2. Tén hinh th hai cia chucong 1

VD bang 1 cua chuong 1

Bang 1.1. Tén bang thir nhat ciia chucng 1

ab gh de
23.89 29.04 679.45
8439 98797 23111
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VD Hoép 1 cua chuong 1

Hop 1.1. Tén hop thir nhat cua chuong 1

Noi dung hop mét clia chuong mot ndi dung hop mét clia chuong mot. N6i dung
hép mdét cua chugng mot ndi dung hdp moét cta chuang mot NSi dung hop mot
cla chuong moét ndi dung hop mét clia chuong mét. Noi dung hép mét cia chuang

mot ndi dung hép mot cia chuong mot

Footnote
Yéu cau: Font Segoe U, size 8pt
Thuyc hién: D€ diu nhay tai ngi muén chén footnote, vao REFERENCES/Insert Footnote
Dén phan footnote & cudi trang nhap ndi dung footnote;
Vao HOME: chon Font Segoe U, size 8pt

Quy dinh cho tiéu dé cac muc phu cia Chuong (A. Muc tiéu, B. So dé/két cau chuong, C. N6i dung
chinh, D. Tém tat chuang, E. On tap chuong...)

Yéu cau: Cac muc A. Muc tiéu, B. So do/két cau chuaong, C. Noi dung chinh: C& chif 12pt, mau
Bold, Khoang cach trén 12pt - dudi 5pt, LEVEL 2

Cac muc D. Tém tat chuong, E. On tap chuong...: C3 chit 12pt, mau Bold; budng
gach chan mau cam, dé day 1pt; Khoang cach trén 12pt, dudi 5pt, LEVEL 2

Thuc hién: Cac muc A. Muc tiéu, B. Sc do/két cau chuang, C. N6i dung chinh
- Vao HOME/chon Font Segoe UI, size 12pt, Bold, Color:
- Vao PAGE LAYOUT/Spacing: Before 12pt, After 5pt

- Vao REFERENCES/Add text/chon LEVEL 2 (thao tdc ndy dé danh ddu nhiing ndi dung

s€ xudt hién & cdap dé 2 trong phan muc luc)
Cac muc D. Tém tat chuang, E. On tap chuang...:

- Vao HOME/chon Font Segoe UI, size 12pt, Bold, Color:

Vao HOME/Border and Shading/Chon Color Orange, Width 1pt

Vao PAGE LAYOUT/Spacing: Before 12pt, After 5pt

Vao REFERENCES/Add text/chon Level 2 (thao tdc nay dé danh ddu nhiing néi dung sé

xudt hién & cdp dé 2 trong phan muc luc)
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Quy dinh cho tiéu dé cac muc phu cua Hoc liéu (Muc luc, LGi néi dau, Tai liéu tham khao...)

Yéu céu: Chir: Size 15pt, mau ; Pudng gach chan: mau , d6 day 1ipt; Khoang cach trén
dudi 12pt, LEVEL 1

Thuc hién: - Vao HOME/chon Font Segoe U], size 15pt, Bold, Color:
- Vao HOME/Border and Shading/Chon Color , Width 1pt
- Vao PAGE LAYOUT: Indent: Left: 1cm, Right: 0cm
Spacing: Before 12pt, After 12pt

- Vao REFERENCES/Add text/chon LEVEL 1 (thao tdc ndy dé ddnh ddu nhing ndi dung

s€ xudt hién & cdp do 1 trong phan muc luc)

VD dinh dang “Muc luc”, két qua nhu sau

Quy dinh cho cac phan muc luc, danh muc bang/hinh/hép...

Yéu cau: Lam muc luc tu déng cho danh muc ndi dung, danh muc bang/hinh/hép... (xem muc luc

mau trong file “Ebook Template”)

Thuc hién: xem cac muc nho trong phan “GIOI THIEU CAC CHU'C NANG WORD AP DUNG TRONG
DAN TRANG":

Muc “Chirc nang Tab REFERENCES™:

- Cai cap do (LEVEL) cho tiéu dé
- Tao muc luc

- Tao danh muc/hinh/hop/bang....
Muc “Chirc nang Tab VIEW”
Quy dinh tai liéu tham khao
Yéu cau: Viét tai liéu tham khdo theo dinh dang Havard

Thye hién: xem file “4. Huong dan viet tai lieu tham khao”

12



GIOI THIEU CAC CHUC NANG WORD

AP DUNG TRONG DAN TRANG

1. GiGi thiéu chung vé cac tab HOME, INSERT, PAGE LAYOUT, REFERENCES, VIEW

C6 4 muc (Tab) ca ban can st dung trong qua trinh dan trang:

Tab HOME: dung dinh dang chi nhu: Font, size, mau sac, canh |é trai phai, tao Styles chit, dudng

vién, mau bang
- Tab INSERT: tao bang, chén hinh, header, footer
- Tab PAGE LAYOUT: dinh khé gidy, IUi dong/doan, khoang cach doan.

- Tab REFERENCES: cai cap do (LEVEL) cho tiéu dé, tao muc luc, tao danh muc hinh/hép/bang...,

tao footnote

- Tab VIEW: xem/quan ly bang hé théng thi tu cac Chuang, Tiéu dé (muc luc cia chuong trinh

E & (¢} 1 ft Wor -
FILE DESIGN  [[PAGE LAYOUT Sig
Py ; . #Find -
Calibri Body~[11 | A Aa~ Ay i=-i= '~ e=3= Bl T | aapucepd| AaBbccod AaBbC( AaBbCcl AQ B AsBbced adsbend AaBbCcDd ASBbCEDe AaBHCCDY [ 4 poo

Past v ilie A~ . A{Bl=== t=. .. 1 Norr TNoSpac. Heading1 He Title e Subtle Er E tense S Quot S
€ ¥ Formatpainter | B I W Tk X x| A-W - A4 [E=== § L] Norma No Spac eading eading 2 tle Sub Intense E Select~

rd iting

I T BT Y OIYY R Y A WX A (UE (e T AR NG Ak 718 10

Navigation

HEADINGS |PAGES |RESULTS

*Tab HOME

= Tab INSERT

= Tab PAGE LAYOUT

= Tab REFERENCES

=Tab VIEW

PAGE1OF1 OWORDS [J4 ENGLISH (UNITED STATES)
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2. Chirc nang Tab HOME

Pinh dang chir

BES - Document1 - Microsoft Word 2 W - & X
HOME INSERT ~DESIGN PAGELAYOUT REFERENCES MAILNGS REVIEW VIEW  NITROPRO9 Styles signin [OR
X, Cut " T #irind -

D . UTMHelve -[10 -|A A Aa~ 4 81 ) Jrasbcedd AsBbccod AaBbC( AaBbccl A B AsBbccd AdBbccdd AaBbCcDd Acsbccbd AaBbCeDe AaBbCcDA 5 eryace
Paf‘e ¥ Format Painter mBamlm a2 X X W A ESl=== = O 1 Normal _ 1No Spac... Heading 1 Heading 2 Title Subtitle  Subtle Em... Emphasis _Intense E... Strong Quote -] I} select~
Clipboard n Font & paragraph “ Styles & Editing A
S I S, 123 4516171894011 1213 14 15 1 16 SI70AEIED -
Navigation =
Search document LD~ 2
HEADINGS  PAGES  RESULTS
Create an interactive outline of your =
document. o S .
. B. < ,. h ”

D Font Size leu tuong, so thu tu
are or quickly move your content around. :
To get started, go to the Home tab and -
apply Heading styles to the headings in your r =
UTMHelve ~[10 ~|A A Aa- 4

&

i 2 EY

A B I U ~abe X, X &‘."A'

: Dang chif Mau chir Mau ban

- ang 9

e Pudng vién

Pudng vién (line) dung cho bang, dong/doan van ban (Boders)

EE S O- Document1 - Microsoft Word 7@ - & X
HOME INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~MAILNGS REVIEW VIEW  NITROPRO9 Sign in Ifq
% Cut -1 = N < A , #Find -

D UTMHelve |10 ~|A A Aa~ % 8L T | naBbcepd| AsBbccdd AaBbC( AaBbCcl AQBI Assbceo ABbedd AdBbccdd Acbccbd AsBbCeDe AaBbCDd (| Ferlace
opy B
Paste - g iy AL B=== = 5.0 s v
e o Formatpainter | B I U Twed ) |A-2-A- ll==5 (= O-E TNormal | TNoSpac.. Heading1 Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE..  Strong Quote  [<| | select~
Clipboard n Font & paragraph i Bottom Border Styles 5 Editing ~
o I Top Border 203 405060708 9010 11 12 13 1415 16 417 181 19
Navigation [ Lett Border
] | Right Border n
Search document P- Borders and Shading 2 X
- No Border
HEADINGS ~ PAGES ~ RESULTS 9 Al Borders
Borders Page Border Shading
[E Outside Borders
Create an interactive outline of your 1 |nsideBorders Setting: style: Praviaw
document. ~ 3 p
=i Inside Horizontal Border [ Click on diagram below or use buttons
It's a great way to keep track of where you o Inside Vertical Border | None to apply borders
are or quickly move your content around. -
To get started, go to the Home tab and " i
a: Box = S—
apply Heading styles to the headings inyour £ Horizontal Line = a —
document. L ——
~ [ Draw Table r ! ——
: I eriiine E[pe- ———
o [ Borders and Shading.. { = e——
[ 1 i
: - =]
E]
a Custom
Apply to:
Z ‘ Options...
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Pinh dang mau cho chuong va cac tiéu dé... (Styles)

Style 1a mét tap hop cac dinh dang vé kiéu chi, ¢& chir va mau sac dugc ap dung déi véi moét phan van

ban trong tai liéu cua ban.

S6 1. To khoi/dat dau nhdy & dong Chuong 1 sau khi da dinh dang font chit, size, mau sac
gach dudi, chon LEVEL 1 cho Chuang 1 (cdch chon LEVEL xem muc 5. Chuc ndng tab REFERENCES)

S8 2: BAm nut tam giac dé€ hién cac chiic nang cua Styles

S8 3: Chon Create Style dé tao dinh dang mau cho cac phan “Chuong <sé> + Tén chuong”

EQo O- Document1 - Microsoft Word

T - & X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW NITRO PRO9 Sign in
< X Cut T, A i Fing -
s 3 il iy e 0L | 6 ] o
] B UTM Helve 16 AAAN ¢ 2 AaBbCcDd AaBbCcDd AaRb( BbCc AaB| AaBbCcD AaBbCcDd  AaBbCcDd AaBbCcDe  AaBbCcD & Replace
B Copy L 2R
Paste . A-".A- = 55- 5-F8 ¥ Normal | ¥ No Spac 2 Tit Subtitle  Subtle Em mphasi ntense €. St Quote
U o Format Painter B 1 U ek 3 ' | A A- == e Norm: No Spac. g2 i Subtitle  Subtle E Emphasis  Intense E Strong Quot Select
2 edting ~

Clipboard . Font . aragraph

Navigation s

HEADINGS ~ PAGES  RESULTS

Create an interactive outline of your
locument.

Its a great way to keep track of w

tent around. 1

To get started. go to the Home tab and
apply Heading styles to the headings in your

: Chuong1  TEN CHUONG SO MOT

are or quickly move you

S& 4: Dat tén cho dinh dang nay (viéc dat tén tly theo ngudi diing sao cho dé quan ly, nén dat ngén gon,

vd & day ta chon tén la "1.” D€ thé hién tiéu dé cap 1

kbSO
IR 1o NSERT  DESIGN  PAGELAYOUT  REFERENCES MAINGS REVEW VIEW  NITROPROS

UTMHeive ~[16 -/ A A Aa- A i=-i=-“Z- &3= 8l 1 |aa8bceDd| AaBbCcDd AaBbC( AaBl AQB| aasbced asbedd AcBbCeDd Act AaBbCeDc AaBbCCDA
winter B 1 U - obe % X' | & W-A-EB=== - 0-EHE 1Normal | TNo Spac.. Heading n it Subtitle  Subtie Em.. Emphasi ntense E. Strong Quote
pa ~
P 2 1 1 R RS TR s 7.8 9. 10 11 12 .13 -14- 1 -15. (.16 PRCORISINENED
Navigation
P~
HEADINGS PAGES  RESULTS Create New Style from Formatting ? X

Create an interactive out f Name:
document t 1
e you

t's 3 great way o k
are or quickly move

Paragraph style preview:

To get started, go to the Home tab and
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Lui doan, khoang cach doan (Spacing)
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Tao muc luc

REFERENCES/Table of contents/chon 1 trong cac mau muc luc ¢é san

Sauk hi muc luc dugc Insert, ta dinh dang lai muc luc theo m3u muc luc Ebook cla trudng

EH® O Document1 - Microsoft Word n - x
HILE HO NSER! DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW NITROPRO 9 Sign in
= ‘ 2 A - £ Manage Sources [ insert Table of Figures  F 3 Insert Index + ‘l = Insert Table of Authoritie:
M Update Table e APA = -
Table of Insert Mark Mark
ontents = b Caption =8 Cross-reference Entry Citation
Built-in % Boliograghy wnge Table of Authariti
Rutomatic Table 1 BUERIRY 1 2 4 1 T
nter
Venene 1
Weading2
Headog

Rutomatic Table 2

able of Cont
Meséng L. — — — - 1
Heading2

Mesdra 3

Manual Table

} ENGLISH (UNITED STATES)

Khi muén cap nhat s6 trang muc luc:

- Chon muc luc - Click chudt phai - Vao Update field/chon Update page number only

Tao danh muc hinh/hép/bang...,

Vao Insert Table of Figure/Caption Label: tuan tu insert cac label hinh/ hop/ bang da tao trugc do

EHS O
HOME  INSERT  DESIGN  PAGE LAYOUT sign i
:‘ 1) Add Text - 1 [Eiinsert Endnote Insert In r ser Authorit
W Update Table AB Next Footnote = s
Table of Insert Mark
Contents = footnote Citation
tert i Table of Au ~
o | diijsa 1120345 617 8.9 10 3L B3 14 15 16 SIS
Navigation =
Table of Figures ? X
/‘i‘ X Je
HEADINGS PAGES RESULT' Print Preview Web Preview
(T T —— 1 [T R ol
Create an interactive outline of you -
document Hinh 1. 2: Text Hinh 1. 2: Text
Hinh 1. 3: Text Hinh 1. 3; Text
o 2.v | [Hinh1 4:Text v
[Z] Use typerhinks instead of page numbers
Je Opbons... Modify.
oK | Cancel

Khi muén cap nhat s6 trang danh muc hinh/hép/bang ta lam tuong tu cap nhat s6 trang muc luc

19



Tao footnote
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6. Chirc nang Tab VIEW
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