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Loi cam on: sit dung shapes theo miu dé trang tri.
Muc luc:
v' Str dung muc luc tu dong,

= Muc luc tl‘leor ndi dung: theo huéng dan cia GVHD, thuong thi léy ndi dung
cua tiéu dé cap 1,2,3.

= Muc luc theo hinh anh: l4y ndi dung phan ghi cha hinh anh. Vi du:
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Phin ni dung dé tai:
v Qui dinh chung:
= Font: Times New Roman
= Size: 13
=  Khoang cach gitra cac doan la: 6pt
= Khoang cach gitra cac dong (line spacing) la: 1,3

Spacing

Before: Line spacing: At
After: opt = Multiple IEI 1,3 =D

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

V' Qui dinh cdc tiéu dé chinh:
= Tiéu dé cap 1:
- Size: 24, chir in hoa, in ddm
- Danh cho cdc tiéu dé vé Chwong 1,2,3...hodc Phin A,B,C...
- Canh phai, khong swr dung header, footer.
= Tiéu dé cip 2:
- Size: 15, chit in hoa, in dam
- Danh cho céc tiéu dé LILIII...
= Tiéu dé cip 3:
- Size: 14, chir thuong, in dam.
- Danh cho tiéu dé cia 1.1, 1.2 hoac 1.1, 11.2, ....
Tiéu dé cap 4:

- Size: 13, chir thuong, gach dudi.
- Danh cho cho tiéu dé ciia 1.1, 1.2, ...

Tiéu dé thip nhit c6 c¢& chir 12 13 (danh cho tiéu dé cua a., b., c.,...)

Xem vi du:
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Chuong 2. MO TA NGHIEP VU

I TONG QUAN
L1 Giéi thiéu chungvé den vi:

1.1 Chirc nang

1.2 Lanh vyc hoat déng:

- /

1.3  Cocautd chic:

V' Quy dinh vé cich dit header and footer:
= Pit tidu dé dau trang (Header):

________ > - O cdc trang cé chira tiéu dé cdp 1(chiong, phan...) khéng sir dung header-.
———————— + - Cdc trang con lai trong cé sir dung header, ghi tén chirong (phdn) mdy? ghi
ngi dung header bang chiv hoa, in nghiéng . (vd: Chwong 2: MO TA
NGHIEP VU)
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MO ta quy trinh ... (nén st dung nhidu so db, hinh v&, )

i3

HEADER: méi chuong c6 1
header khac nhau

FOOTER: gidng nhau

n b0 ndi dung LV

MO TA NGHIEP V17

Chucong 2.

1. Quy trinh xi¥ Iy don déit hang

- Luu y: ¢ méi chwong (hodc phan...) cé tiéu dé header chira ndi dung phi
hop véi ngi dung thuée chwong (phan) do.
- Huéng dan cdach lam: Tim hiéu cdch tao phdn doan (section), tao tiéu dé
trong moéi phan doan.
= Pit tiéu dé cudi trang (Footer):
- O'tdt ca cdc footer ciia quyén LVIN cé chiva ndi dung la tén dé tai viét bang
chit in hoa, nghiéng.



- Ddnh s6 thir tw trang lién tiép nhau,bdt dau tir phan néi dung ciia LVIN ¢
s6 thir i tir 1 cho dén hét quyén LVTN, stt canh phdi.(xem hinh trén)
v’ Quy dinh vé hinh dnh:
= Canh giita, dé hinh & ché d6 Wrap text - Top and bottom

* Phan chu ‘ghigh hinh: canh gitra, gach dudi phﬁn danh sb thl'r tu hinh phu thudc
vao tiéu d€ cap 1 (vi du hinh bén duoi o chwong 5 hinh so 2 dwoc viét nhu sau:

Hinh 5-2)
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Them khach hang
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Mhan vien guan |y #0a khach hang
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se case ctia Nhan vién quan Iy.

Cdach danh ki hiéu nay dwoc hiéu
rang: hinh so 2 o chuong 5




6.

7.

Qui dinh vé in an:

In 1 mit trén Gidy A4.
In t& bia bang gidy mau cing, mau bia theo qui dinh cuta timg hé.
Quyén LVTN t4i thiéu 60 trang.

Qui dinh cach xép thir tw khi déng quyén LVTN

CAC TRANG BEN DUOI LA Vi DU VE CACH DAT
MUC LUC TU PONG, TIEU PE HEADER,

Bia 1 (in trén bia cting, gidy mau)
Chén to gidy trang.

Bia 2 (in trén gidy tring).

T& nhiém vu.

Loi cam on.

Muc lyc ndi dung.

Muc luc hinh anh hodc so d6.
Noi dung LVTN.

Phu luc.

Tai liéu tham khao.

Chén to gidy tring.

To gidy mau ciing cung mau voi to bia 1.

TIEU PE FOOTER
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Chuong 1. GIOI THIEU

. PAT VAN PE

1.1 Gié6i thi¢u bdi canh chung ciia xi hdi hay ciia don vi khai thac.

1.1 Nhitng nhu cau hay nhirng kho khan gap phai héng ngay.

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document.

You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks.

When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

You can easily change the formatting of selected text in the document text by
choosing a look for the selected text from the Quick Styles gallery on the Home tab.

1.2 Su phat trién cta cdng nghé

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document.

You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks.

When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

1.2 Sw phat trién ciia cong nghé

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document.

You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks.

When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

Il. MUC TIEU CUA PE TAI

Néu nhiing muc tiéu chinh cia LVTN, gi61 han pham vi trng dung.

Pé tai: (GHI DE TAI SINH VIEN PANG THUC HIEN BANG CHU NGHIENG IN HO4) 1



Chuong 1. GIOI THIEU

Noi dung tiép theo chuong 1

Pé tai: (GHI PE TAI SINH VIEN PANG THUC HIEN BANG CHU NGHIENG IN HOA) 2



Chuong 2. MO TA NGHIEP VU

I. TONG QUAN
1.1 Giéi thiéu chung vé don vi:

1.1 Chiic ndng

1.2 Lanh vuc hoat dong:

1.3 Co ciu td chirc:

1.2 Co cau to chire:

Noi dung tiép theo chuong 2

Pé tai: (GHI DE TAI SINH VIEN PANG THUC HIEN BANG CHU NGHIENG IN HOA) 3



Tai liéu tham khao

[1] Téc gia 1, tac gia 2 (ndm xuat ban). Tén sach/tai liéu, Noi xuat ban.
[2] Sur dung style “Tai lieu tham khao”
[3]

Pé tai: (GHI DE TAI SINH VIEN PANG THUC HIEN BANG CHU NGHIENG IN HO4) 4



