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1. Muc tiéu bai hoc 2. Tai sao phai str dung cac tham chiéu? Chén hinh anh (Pictures)
— Nguyén tic st dung tai liéu tham khao. — Dé xéc dinh nguén thong tin va y tuong dugc sir dung trong tai ligu.
— K§ ning sir dung cong cu ctia Word dé tao ngudn trich dén. — D@ tranh viéc dao van

— Giup ngudi doc theo dbi va truy cap ngudn trich dén
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3. Lam viéc v6i hop van ban
— Cach chen hop van ban
» Cach di chuyén hop van ban

> Thay ddi kich thugc ciia hop van ban

— Hiéu chinh hp van ban

» Thay déi hinh dang cua hdp vin ban.
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> Thay déi mau nén ctia hgp vin ban Y
> Thay d6i dudng vién cta hop vin ban
» Thay déi Shape Style
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> Thay déi hiéu tng cho hop vin ban

— Lién két cac hop vin ban

> Céc budc tao lién két cac hop van ban

> Ngit lién két giita cac hop van ban
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4. Sir dung phu dé - Captions
— Céch chén phy dé - Captions
> Hiéu chinh vin ban bao quanh dbi twong va phu d&

Caption ? X
Caption:
= Figure 1
,.] L] Insert Table of Figures Options
¥ Uy te Table Label: Figure v

Insert
Caption [f Cross-reference

Captions

AutoCaption... oK Cancel
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& wmg Bai 7: Lam viéc v6i cac tham chiéu (References)
— Dinh dang sb thtr tw cua phu dé (Captions)
> Cap nhit s6 thir tw cua phy dé
> PBinh dang s6 tht ty ctia phy dé
> Hiéu chinh phu dé
> Xoba phy d&

Caption Numbering ? X
Format: |1,2,3, ... =

[ Include chapter number
Chapter starts with style  Heading 1

Use sgparator: H“nmé 2
Heading 3
Examples: Figure II-1, Table 1Heading 4
|Heading 5
g Heading 6 v | | Numbering...
T
|| autocaption... oK Cancel

@'7
& wmg Bai 7: Lam viéc v6i cac tham chiéu (References)
— Chén bang phu lyc cac déi tugng (Table of Figures)
» Céach tao bang muc luc hinh anh (Table, Equation)
> Sur dung styles dé tao table of figures ™«

ot e
Hinh 1: Text
Table of Figures Options ? * Hinh 2: Text
Hinh 3: Text
Build table of figures from:
sdinh 4: Taxt

[ styte: | bulletcapt
[ abie g Caption

7 e pape rumser
7 Bt b age rumers

Tag teaser
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5. Sur dung Footnotes hodac Endnotes
— Chén Footnote hoac Endnote
» Chen Footnote
» Chén Endnote
[NSERT DESIGN PAGE LAYOUT REFERENCES }IJSERT DESIGN PAGE LAYOUT REFERENCES ‘
1 Insert Endnote B 5 Manag ‘ AB: {_L = Manai
ble A Next Footnote Ed style: ble AB Next Footnote = - Y 2 style: |
[ Insert 1 | Insert Insert
= show Notes Citation - £y Bibliog ‘ Footnote [ Show Notes Citation ~ ¥t Bibliog
Fo T Citations & Biblig Footnotes £ ~',v{JtrJIILQS‘hH~J‘
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danhmuc
Table jdentifie|f-ootoote Text i
Header ¥ ormaty From trmpints
Heading 1 oo jatar vien
e et s e
Optsem ooy
[
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— Tuy bién Endnote va Footnote Footnote and Endrote LR
A A c~ 1 Location
» Chuyén doi gilra Footnote va Endnote S
@[footnotes:] | Bottom of page ~
O Endnotes: End of document
NSERT ~ DESIGN  PAGELAYOUT  REFERENCES e
AB! -A;:}Insm Endnote - ;),‘i Manag Footnote tayout -
ble .t ® Next Footnote - et & Style Columns: Match section layout |
Footnote B Show Notes Citation - ¥3 Bibliog =
Footnotes Citations & Bibligl Nttt [Tz3. =
| 1. z
Footnote and Endnote (9 [ Custommane L | Sk
Start at: 1
Location Numbering: Continuous WS
L Bottom of page [ﬂ Apply changes
Endniof End of document Apply changes to: | Whole document ~]
| o] [
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Ll Bai 7: Lam viéc véi cac tham chiéu (References)
— Xoa Footnote va Endnote
» Xba Footnote va Endnote riéng 1&
> Xoa tht ca Footnote va Endnote ding chirc nang Find and Replace

Find and Replace

Fing Reglce GoTo

Gg to what Enter footnote number

Page -2

Section

tine Enter + and - to move relative to the current location. Example: «&
Soctmark will move forward four items.

Comment

x
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Ll Bai 7: Lam viéc v6i cac tham chi¢u (References)

+  Chén cac ngudn trich din (Citation Sources

— Tao ngudn trich din (Citation Sources)

Create Source

? x
Type of Source v language  Defautt v
Bibliography Fieids for 50 630 - First Element and Date
Austhor (]
[ corporate Author
Tase
Tear
Cy
Pubtisnes
Standard Humber
[ show &l Bibliography Fieids
13g name
Placeholder] -“ Cancel
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— Cheén bang tai liéu tham khao (Bibliography)

REFERENCES = MAILINGS  REVIEW

% 9 Manage S Y Insert Tabl L 4 I

A e

3 Style: [APA -

Insert s Mark
tation 4 403 Bibliography = aption L33 Cross-reference Ent

Citatic  Built-In o

Bibbography

References

Relronces
O, | L (et o Referemcs. M Yo, CommaPres
Hasn L (XY Covating o et P s, Bt P, b

e, | 6 (R4 i 0 ot Mgt (g Adertion Wt st
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— Tim ngudn tai liéu tham khao

Source Manager

Browie

o oted sourer
7 placenoiger source
e 150 690 - it Dement 408 Dites

(Ctation: {CEO)

Bibbography Entry:
(IO (interv.) Carol Smith
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Bai 7: Lam vi¢c véi cac tham chiéu (References)

— Quan Iy ngudn cac tham khao

Sao chép ngudn trich dan tir Master list sang Current list hodc nguoc lai
Delete: xoa ngudn trich dén

Edit: hiéu chinh ngudn trich din

New: tao thém ngudn trich din

Sép xép cac ngudn trich dén theo cac tiéu chi khac nhau
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l_f Bai 7: Lam viéc vai cac tham chicu (references)
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6. Tbéng két bai hoc - Cac k¥ nang lién quan dén bai thi MOS
— Tao tai liéu tham lfhéo trong ndi dung tai !iéu, tao chu thich (enfinotes,
footnotes), trich dan (citations), tao phu dé (Caption) cho céc doi tugng
cheén trong tai lidu.
— Tao va quan ly ngudn trich dan.
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