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Chuong 1. Word trong cong viéc xay dung — Chapter 1. Word in

construction work

Thuyét minh k¥ thuat, bién ban nghi¢m thu, cong van, to trinh, bdo cdo gidm sat, nhat ky
thi cong, ho so ning luc — phan chir ciia mot cong trinh nam gan hét trong Word. Ngudi
lam xay dung dung né mdi ngay nhung phan 16n chi g& chir rdi ty dinh dang bang tay,
nén hd so cang dai cang v trinh bay.

Technical narratives, inspection records, official letters, submissions, supervision reports, site
diaries, company profiles — nearly all the written material of a project lives in Word. People in
construction use it daily, yet mostly type and format by hand, so the longer the document grows
the more its layout falls apart.

1.1. Tai liéu nay giai quyét vi€c gi — What this guide addresses

Vén dé hay gip Giai quyét ¢ chwong

Common problem Covered in chapter

SO muc nhay loan sau khi chén thém mot muc

. 6

Heading numbers scramble after a section is inserted
Muc luc khong khép ndi dung, thiéu muc 6
The contents page does not match the document
Anh nhay vi tri mdi 1an stra chit ;
Images wander whenever the text is edited
Béng khéi lugng dai khong lap dong tiéu dé

. - : 7
A long bill of quantities does not repeat its header row
Khong chén dugc trang ngang vao gitra tai li¢u doc 7
A landscape page cannot be inserted into a portrait document
Phai g6 tay hang chuc bién ban gidng nhau 9
Dozens of near-identical records typed by hand
Giri ho so di ma con sot vét sira va ghi chi
A document issued with tracked changes and comments still in it
M¢é & may khac thi chir tiéng Viét 16i phong 4 i

Vietnamese text breaks when opened on another machine
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1.2. Cac phién ban Word va khac biét can biét — Word versions and the
differences that matter

Phién ban

Version

Microsoft 365 (thué bao)

Microsoft 365
(subscription)

Ban mua dwt (dat tén
theo nam)

Perpetual release (vear-
named)

Bén danh cho to chire
16m
Long-term servicing

release

Word cho web
Word for the web

Pic diém
Characteristics

Nhan tinh nang méi lién tuc; cai dugc nhiéu thiét bi; c6 cong tac
thoi gian thuc

Receives new features continuously; installs on several devices, supports
real-time collaboration

Tré tién mot 1an; khong nhan tinh ning méi sau khi phat hanh;
chi cai trén mot may

Paid once, receives no new features after release, installs on one
machine only

Danh cho moi truong khong nhén cip nhat; thiéu phﬁn cong tac va
cac cong cu doi moi

For environments that cannot take updates, lacks the collaboration and
newer tooling

Mién phi, chay trong trinh duyét; thiéu rat nhidu thir ngudi lam
hé so cin — xem muc dudi

Free, runs in a browser; lacks much of what document work requires
— see below

CANH BAO / WARNING — Word cho web khong 1am dwoc nhirng viéc sau: tao va sira
style, stra header va chan trang, chén hay cap nhat muc luc, chén ngét section, chinh gian
dong, ddi 1& va hudng gidy, stira watermark, bat tit theo doi thay dbi. Noi cach khac, gan nhu
toan bd ndi dung cua tai lidu nay cAn béan cai trén may.

Word for the web cannot: create or edit styles, edit headers and footers, insert or update a table of
contents, insert section breaks, change line spacing, change margins or page orientation, edit a
watermark, or toggle tracked changes. In short, nearly everything in this guide requires the desktop

application.

GHI CHU / NOTE — Ban mua dut dugc hd trg khoang nim nim rdi dimg han, khong co
giai doan hd tro kéo dai. Tinh diéu d6 vao ké hoach khi chon gilra mua dut va thué bao.

A perpetual release is supported for about five years and then stops, with no extended support period.
Weigh that when choosing between perpetual and subscription.
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1.3. Pinh dang tép Word — Word file formats

Dubi tép Lagi Dung khi

Extension What it is Use it for

Dinh dang chuan hién nay, nén tu
dong Moi hd so thong thuong

.docx
The current standard format, compressed = All ordinary documents
automatically
Khi c6 1é€nh ty dong; chlt m bao hi¢u
docm Tai liéu c6 chira macro ¢0 macro
A document containing macros When automation is used; the m signals
macros
N Mau bién ban, mau cong vin ctia don
Tép mau .
.dotx V1
A template . :
Office templates for records and letters
Chi khi bén nhan ding phin mém
doc Dinh dang doi cli qua cii
The legacy format Only where the recipient runs very old
software
odf Ban c6 dinh, m& duoc ¢ moi may Hb so trinh duyét va giao ndp
A fixed rendering that opens anywhere Documents for approval and issue

Quy tic nhan biét nhanh: dudi két thic bang "x* 1a tép XML khéng chira macro; két
thac béng ‘m’ 1a ¢6 macro. Nhin dudi tép la biét tép nhan duoc c6 ma ty dong chay bén
trong hay khong.

A quick rule: an extension ending in "x" is an XML file with no macros; ending in "m" it contains
macros. The extension alone tells you whether a received file carries executable code.

CANH BAO / WARNING — Xuit PDF khéng phai bién phap chéng sira. Nhiéu phan
mém, ké ca chinh Word, mé va stra duoc PDF. Mudn khoa that thi dat mat khau khi xuét, va
van nhé d6 1a 16p bao vé c6 gidi han.

Exporting to PDF is not protection against editing. Many applications, Word included, open and edit
PDFs. For real restriction, set a password on export, and treat even that as a limited safeguard.

1.4. Trinh tw cong vi€c trong tai li€u — The workflow this guide follows
1. Cai dat va lam quen giao dién (Chuong 2, 3).
Install and learn the interface (Chapters 2 and 3).
2. G& tiéng Viét cho dung va tranh cac thoi quen phé vd trinh bay (Chuong 4).
Type Vietnamese correctly and avoid the habits that wreck layout (Chapter 4).
3. Lam chu style — nén tang ctia moi thir con lai (Chuong 5).
Master styles — the foundation of everything else (Chapter 5).
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4. Panh sb tu dong va myc luc (Chuong 6).
Automatic numbering and the table of contents (Chapter 6).
5. Bang biéu, hinh anh, b cuc trang (Chuong 7).
Tables, images and page layout (Chapter 7).
6. Lam viéc nhiéu nguoi (Chuong 8); tron thu va biéu miu (Chuong 9).
Working with others (Chapter 8); mail merge and forms (Chapter 9).
7. In 4n va xuét hd so (Chuong 10); ding bo mau dyng san (Chuong 11).
Printing and issuing (Chapter 10), using the ready-made templates (Chapter 11).
8. Xir 1y su ¢d (Chuong 12).
Troubleshooting (Chapter 12).
Chuong 5 va 6 13 hai chuong d6i cach lam viéc. Ai da quen dinh dang bang tay s& thiy la
trong vai gio dau, roi sau d6 khong quay lai 16i cii nira.
Chapters 5 and 6 change the way of working. Anyone used to formatting by hand finds them
strange for a few hours, then never goes back.
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Chuong 2. Cai dat va thiét lap ban dau — Chapter 2. Installation and

initial setup

2.1. Yéu ciu may tinh dé chay Word — System requirements for Word

Hang muc .
O AEOS
Item

Hé diéu hanh
Operating system

Bo xu 1y
Processor

B6 nhé RAM
Memory

Dung lugng dia
Disk space

Man hinh
Display

Windows 11, hodc Windows Server

doi duoc hd tro

Windows 11, or a supported Windows

Server release

Tu 1,1 GHz, hai nhan

1.1 GHz or faster, dual core

4 GB

4 GB

1280 x 768; man hinh 4K cin ban

64 bit

1280 x 768, a 4K display requires the

64-bit build

Mot trong ba doi macOS méi nhét
One of the three most recent macOS
releases

Intel hodc chip Apple
Intel or Apple silicon

4 GB

10 GB

1280 x 800

GHI CHU / NOTE — Microsoft khéng cong bé gidi han dung luong tép hay sb trang toi da
ctia Word. Trén thuc té, tai liéu chdm dan vi cach chén anh va vi vét sira tich tu chir khong vi
cham ngudng nao — xem Chuong 12.
Microsoft publishes no maximum file size or page count for Word. In practice a document slows
because of how images were inserted and because tracked changes accumulate, rather than from
hitting any limit — see Chapter 12.

Word chay t6t trén may vin phong thong thuong. Chi tai lidu vai trim trang kém nhiéu

anh d¢ phan gidi cao mdi can cau hinh manh hon, va khi d6 van dé thuong ndm & cach
chén anh chur khong & may — xem Chuong 12.

Word runs well on an ordinary office machine. Only documents of several hundred pages with
many high-resolution images call for more, and even then the problem usually lies in how the
images were inserted rather than in the hardware — see Chapter 12.
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2.2. Nhirng thiét 1ap nén doi ngay — Settings worth changing immediately

Thiét 1ap Nén dat

Setting Recommended

May tat dot ngodt chi mat t6i da 5 phut

Tu luu phuc hoi 5 phut o

AutoRecover interval 5 minutes cong N . .
A crash costs at most five minutes of work
Théy duoc diu cach thira, tab, ngét

Hién ky ty an Bat khi can soat trang dat sai

Show formatting marks On when reviewing layout Reveals stray spaces, tabs and misplaced
breaks

Cap nhat truong trude 1y A a1

kﬁipin i £ Bat Muc luc va s0 hinh luén dung luc in

’ Keeps the contents page and figure
Update fields before On o
o numbers correct when printing

printing
Phan biét chir go tay vdi ndi dung

To6 nén truong Ludn hién Word tu sinh

Field shading Always Distinguishes typed text from content

Word generates

. . Tranh bi d6i dau nhdy, ty viét hoa sai
Tat cac muc gy phién

Tu stra . chd
) Disable the troublesome o
AutoCorrect entries Prevents quote substitution and wrong
capitalisation

Theo quy cach hd so clia
Phong chit mac dinh don vi
Default font To the office document
standard

Khong phai chinh lai mdi lan tao tai
liéu méi
Avoids reformatting every new document

MEO / TIP — Dit phong va ¢& chit mic dinh mot 1an: chon phong trong hop thoai Font rdi
bam Set As Default va chon 4p cho moi tai liéu méi. Tir d6 tép tring mo ra dd ding quy
cach.

Set the default font once: choose it in the Font dialog, click Set As Default and apply it to all new
documents. From then on a blank file opens already correct.

2.3. Lap bo miu ciia don vi — Building the office template

Tép miu .dotx chita sin style, phong chi, 1&, header chan trang, khung danh s va cac
khéi ndi dung hay lap. Lap mot 1an rdi dung cho moi ho so vé sau.

A .dotx template carries the styles, fonts, margins, headers and footers, numbering scheme and
the blocks of content that recur. Built once, it serves every later document.

1. Mo mot hd so di trinh bay ding quy cach cua don vi.
Open a document already laid out to the office standard.
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2. Xo04 hét ndi dung riéng ctia ho so o, giir lai phan khung.
Delete its specific content, keeping the framework.
3. Kiém tra lai bo style, 18, header chan trang, khung danh sé.
Check the styles, margins, headers and footers, and the numbering scheme.

4. Luu bang Save As, chon kiéu tép Word Template (.dotx).
Save with Save As, choosing the Word Template (.dotx) file type.

5. Pat vao thu myc mau dé moé ra 14 c6 san trong danh sach tép mau.
Place it in the templates folder so it appears in the template list.

GHI CHU / NOTE — Chuong 11 ¢6 bay mau hd so dung sén, déu 1ap dugc theo cach nay.

Chapter 11 contains seven ready-made document patterns, all built this way.

2.4. Khi ho so phai di qua nhiéu may — When a document passes between machines

« Dung phong pho bién c6 sin trén moi may; phong la thi nhiing phong vao tép.
Use common fonts present on every machine, for unusual ones, embed the font in the file.
» Gui ban PDF khi bén nhan chi can doc va in.
Send a PDF where the recipient only needs to read and print.
« Giri tép gdc khi bén nhan phai stra hodc gbp ¥ bang theo ddi thay doi.
Send the source file where the recipient must edit or comment with tracked changes.
« Trudc khi gtri, chay cong cu kiém tra tai liéu dé g& dir liéu an, tén tac gia va vét sira
con sot.
Before sending, run the document inspector to strip hidden data, author names and leftover
tracked changes.

CANH BAO / WARNING — Phong chit khéng di theo tép. May ngudi nhan thiéu phong
thi Word tu thay béng phong khac, va cach xuéng dong, sb trang, muc luc déu 1éch so vé6i ban
gbc. Khong phai phong nao ciing nhing duoc — tac gia phong co quyén cam.

Fonts do not travel with the file. Where the recipient lacks one, Word substitutes another and line

breaks, page numbers and the contents page all shift. Not every font can be embedded — the type
designer may forbid it.
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Chuong 3. Giao dién Word — Chapter 3. The Word interface

3.1. Cac thanh phé\ln cua man hinh — Parts of the screen

Thanh phin Ding dé

Component Purpose

Toan b 1énh, xép theo th¢ Home, Insert, Layout, References,

Ribbon Mailings, ReV1.ew, View . By .
All commands, in the Home, Insert, Layout, References, Mailings, Review
and View tabs

Thanh truy cip nhanh  Vai Iénh ding nhiéu nhat, thém bét duoc

Quick Access Toolbar A few most-used commands, customisable

Vung soan thao Trang gidy dang soan

The document area The page being written

Thudc L&, thut dau dong, diém dung tab

Rulers Margins, indents and tab stops

Khung diéu hudng Cay tiéu dé cua tai liéu, dung dé nhay va sép Xép lai cac muc
Navigation pane The document's heading tree, for jumping between and reordering sections
Thanh trang thai Sé trang, s tir, ngon ngir, ché d6 xem, mirc phong

Status bar Page count, word count, language, view mode and zoom

Khung diéu hwéng 13 cong cu dang gia nhat khi soan thuyét minh dai. Bat no & thé
View. N6 chi hién diing néu cac tiéu dé trong tai liéu duoc dit bang style Heading — 1y
do nira dé dung style thay vi ty boi ddm cho to.

The Navigation pane is the most valuable tool when writing a long technical narrative. Enable it

on the View tab. It only populates correctly when the document's headings use the Heading
styles — another reason to use styles rather than manually enlarging text.
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3.2. Cac ché d¢ xem tai liéu — Document view modes

Dung khi

Use it when

Soan va trinh bay; thiy dung trang gidy sé in ra

Print Layout
y Writing and laying out; shows the page as it will print
Draft G0 nhanh, khong ban tam trinh bay
Typing quickly without regard to layout
Outline Sép xép lai cu triic chuong muc cua tai li¢u dai
Restructuring the chapters of a long document
b a soat, kho [
Read Mode oc Ya soat, .ong sua. -
Reading and reviewing without editing
Xem nhu trang web
Web Layout &

Viewing as a web page

MEO / TIP — Bat hi¢n ky tw 4n (nut hinh  trén thé Home) khi tai liéu trinh bay 16n xon.
Déu cach thira, tab bi lam dung, ngit trang dit sai chd déu hién ra ngay. Py la thao tac dau
tién khi nhan mot tai liéu cua nguoi khac dé sta.

Turn on formatting marks (the g button on the Home tab) when a document misbehaves. Stray spaces,
misused tabs and misplaced page breaks all become visible. It is the first thing to do with someone

else's document.
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3.3. Di chuyén va chon nhanh — Moving and selecting quickly

Thao tac

Action

Nhay t6i ddu hodc cudi tai liéu
Jump to the start or end of the

document
Nhay ting tir
Move word by word

Chon mot tur
Select a word

Chon moét doan

Select a paragraph

Chon ca tai liéu

Select the whole document

Cach lam
How

Ctrl+Home/Ctrl+End
Ctrl + mii tén trai phai
Cctrl + left or right arrow

Nhép dup
Double-click

Nhap ba lan
Triple-click

Ctrl+A

Chon khi chit nhat Giir A1t 10i kéo chudt
Select a rectangular block Hold A1t and drag
T%m va thay the Ctrl+FvacCtrl+H
Find and replace

Nhay tdi trang, muc, bang
Go to a page, heading or table

Ctrl+G

Hop Find and Replace lam dugc nhiéu hon tim chit: thay ca dinh dang, thay ky tu dac
biét nhu dau ngét doan, dung ky tu dai dién dé tim theo mau. BAm More dé mé phﬁn do.
The Find and Replace dialog does more than find text: it replaces formatting, handles special

characters such as paragraph marks, and matches patterns with wildcards. Click More to reach
those options.

MEO / TIP — Tai liéu nhén tir ngudi khac thuong thira diu cach va thira dong tréng. Ding
Find and Replace thay hai ddu cach bang mét, lip vai 1an cho tdi khi khong con thay duoc
nta.

Documents received from others usually contain double spaces and stray empty lines. Use Find and
Replace to change two spaces into one, repeating until no more replacements are made.
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3.4. Luu tép va tu lwu — Saving and autosave

Lénh Tac dung

Command Effect

Luu d¢ 1én tép hién tai

Ctrl+s i

Saves over the current file
F12 Luu thanh tép moi, ddi tén hodc ddi dinh dang

Saves as a new file, with a new name or format
Tu luu phuc hoi Ghi ban tam theo chu ky dé ctru khi may tit dot ngot
AutoRecover Writes a temporary copy periodically to recover afier a crash
Luu trén dam may Co lich str phién ban, quay lai ban cii dugc
Cloud save Keeps a version history so earlier versions can be restored

CANH BAO / WARNING — Tu luu phyc hdi khong thay dwge viée bam lIwu. N ghi ban
tam dé ctru khi may tat dot ngot, khong phai ban chinh thie. Dat chu ky ty luu vé 5 phut va
van giit théi quen bam Ctrl+s.

AutoRecover is not a substitute for saving. It writes a temporary copy to survive a crash, not a proper
save. Set the interval to five minutes and keep the habit of pressing Ctr1+S.
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Chuong 4. Soan thio va gé tiéng Viét trong ho so — Chaprer 4.

Typing and Vietnamese text in technical documents

4.1. Phong chir tieng Vi€t va bang ma — Vietnamese fonts and character encoding

Hb so xay dung ¢ Viét Nam dung bang mi Unicode, phong Times New Roman 1 chudn
pho bién nhat. Cac by phong doi cil theo bang ma riéng van con trong tai lidu cii va la
ngudn gbc cua hién tugng chir bién thanh ky ty la khi mo trén méay khac.

Vietnamese construction documents use Unicode, with Times New Roman the most common

typeface. Older font sets using their own encodings still appear in legacy documents and are the
source of text turning into strange characters on another machine.

« GO bang bo gd dit & bang ma Unicode dwng sin.
Type with the input method set to precomposed Unicode.

« Nhén tai liéu cii bi 16i chir: chuyén bang ma bang cong cu chuyén ma trudc khi sira noi
dung.
When a legacy document displays wrongly, convert its encoding with a conversion tool
before editing the content.

« Giri tai liéu dung phong la: nhiing phong vao tép hoic xuit PDF, dimg giri tép gdc.
When a document uses an unusual font, embed the font or export a PDF rather than sending
the source file.

CANH BAO / WARNING — Phong chit khong di theo t&p trir khi bat tuy chon nhung
phong. Méy ngudi nhan thiéu phong d6 thi Word tu thay bang phong khac, va toan bd cach
xuéng dong, sb trang, muc luc déu 1éch so véi ban géc.

Fonts do not travel with the file unless embedding is enabled. Where the recipient's machine lacks the
font, Word substitutes another, and every line break, page number and table of contents entry shifis
from the original.

4.2. Kiém tra chinh ta va tw swwa — Spelling check and autocorrect

Word kiém chinh ta theo ngdn ngir gan cho doan van. Tai li¢u tiéng Viét ma doan duoc
gan ngodn ngit tiéng Anh s& gach chan do toan bo. Pat lai ngdn ngir ¢ thanh trang thai
hodac thé Review.

Word checks spelling against the language assigned to the text. A Vietnamese document whose
paragraphs are marked as English shows red underlines throughout. Reset the language from
the status bar or the Review tab.

CANH BAO / WARNING — Ty sira (AutoCorrect) doi khi pha hoai trong ho so k¥ thuat:
tu viét hoa sau ddu cham trong 5O thap phan, ty d6i diu nhay thang thanh nhay cong, tu doi
(c) thanh ky hiéu ban quyén, tu ndi gach ngang thanh gach dai. Tat nhitng muc gy phién
trong phén tuy chon.

AutoCorrect can be destructive in technical documents: capitalising after a decimal point, converting
straight quotes to curly ones, turning (c) into a copyright symbol, joining hyphens into dashes.
Disable the offending entries in the options.
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MEQO / TIP — Ngugc lai, dung AutoCorrect c6 chu dich dé g0 nhanh: dat tvgs tu bung
thanh *trr van gidm sat*, ntc thanh *nha thau chinh*, nvt thanh tén ddy du cta cong trinh.
Soan hd so hiang ngay tiét kiém dugc nhiéu thao tac.
Used deliberately, AutoCorrect speeds typing: set tvgs to expand to the full phrase for the
supervision consultant, ntc for the main contractor, nvt for the project's full name. Over daily

document work it saves a great deal of typing.

4.3. Ky tu dac biét trong hé so k¥ thuat — Special characters in technical documents

Ky tw

Character

m? m?

Ex+<>

Dau cach khong
nge"lt
Non-breaking
space

Cach chen

How to insert

Boi den s6 10i Ctr1+Shift+= (chi
s trén)

Select the digit and press
Ctrl+Shift+=for superscript

Cheén ky hi¢u, hodc A1t+0176 trén
ban phim s

Insert the symbol, or A1t+0176 on the
numeric keypad

Cheén ky hi¢u
Insert the symbol
Cheén ky hi¢u
Insert the symbol

Ctrl+Shift+phim céch
Ctrl+Shift+Space

Dung khi
Used for

Pon vi dién tich, thé tich
Units of area and volume

b9, goc, nhiét do

Degrees, angles, temperature

Puong kinh cdt thép, dudng 6ng
Rebar and pipe diameters

Dung sai, cong thtrc
Tolerances and formulas

Giir s6 va don vi khong tach qua hai
dong

Keeps a figure and its unit together
across a line break

MEO / TIP — DAu cach khong ngit dang ding hon ngudi ta tuéng: né giit 25 m* khong bi
cat thanh 25 cudi dong va m* dau dong sau. HO so nhin chuyén nghiép hon han.
The non-breaking space is worth more than it seems: it keeps 25 m?® from splitting across a line

break. The document reads noticeably more professionally.

4.4. Thoéi quen go giup hé so khong v& trinh bay — Typing habits that keep a

document from falling apart

« Pirng gd nhiéu dau cach dé can chit — dung tab hodc thyt dau dong.
Do not type repeated spaces to align text — use tabs or indents.

« Pirng nhan Enter nhiéu lan dé xudng trang — dung ngit trang Ctrl+Enter.
Do not press Enter repeatedly to reach a new page — use a page break, Ctrl+Enter.
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« Pirng nhian Enter dé gidn cach doan — dit khoang cach sau doan trong dinh dang
doan.

Do not press Enter to space paragraphs — set the spacing after the paragraph instead.
« Pirng tw bdi ddm cho to 1am tiéu d&¢ — dung style Heading.
Do not embolden and enlarge text to make a heading — use a Heading style.
« Pirng chén anh & ché @6 noi tw do néu chua hiéu co ché neo — anh s& nhay lung
tung khi stra chir.
Do not place images as free-floating objects without understanding anchoring — they
wander when the text is edited.
Nam thoi quen nay 13 gbc ctia hau hét rac rdi trinh bay trong hd so. Sira dugc chung thi
tai liéu dai tram trang van gitr nguyén bd cuc khi thém bét ndi dung.
These five habits underlie most layout trouble in technical documents. Correct them and a
hundred-page document keeps its layout as content is added and removed.
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Chuong 5. Dinh dang va Style — Chapter 5. Formatting and styles

Mot bd thuyét minh trim trang dinh dang bang tay thi mdi lan chu dau tu d6i quy cach
trinh bay 1a mot budi sta lai ting tiéu dé. Ciing bd hd so d6 dung bang style thi sira &
mot chd, ca tai lidu doi theo trong vai gidy. Khac biét ndm & chd dinh dang dugc gin vao
dau: vao tung doan chit, hay vao mét céi tén dung chung.

A hundred-page design report formatted by hand means an afternoon of work on every heading
each time the client changes the presentation rules. The same report built on styles is changed in
one place and the whole document follows within seconds. The difference lies in where the
formatting is attached: to each piece of text, or to a shared name.

GHI CHU / NOTE — Quy uéc ky hiéu: tén 1énh giir nguyén tiéng Anh nhu Multilevel List
vi giao dién Word dung & Viét Nam phan 16n 13 ban tiéng Anh; ddu — chi dudng di trén
ribbon; chit nhu Ctrl+D 14 t6 hop phim.

Notation: command names are kept in English, such as Multilevel List, because most Word
installations in Vietnam run the English interface, the arrow — shows a path on the ribbon, entries
such as Ctrl+D are key combinations.

5.1. Ba cép dinh dang trong Word: ky tw, doan va trang — The three levels of
formatting: character, paragraph and page

Word khong c¢6 mot chd duy nhét chira moi 1énh dinh dang. Lénh ndm rai & ba noi vi
chung tac dong 1én ba pham vi khac nhau. Biét mot thiét 1ap thudc cap nao thi tim ra nd
trong hai gidy, va hiéu vi sao stta mii ma chir khong doi.

Word does not gather every formatting command in one place. The commands sit in three

different places because they act on three different scopes. Knowing which level a setting
belongs to means finding it in seconds, and understanding why a change sometimes has no

effect.

Cép dinh dang Tac dong lén Gom nhiing gi

Level Applies to Covers

Phong, cd, dam, nghiéng, gach chan,
Ky tu Phan chir dang boi den mau, gidn chix, chi s6 trén dudi
Character The text currently selected Font, size, bold, italic, underline, colour,

spacing, superscript and subscript

Can 18, thut dau dong, gian dong, cach
doan, tab, vién, nén, ngat trang
Alignment, indents, line spacing, space

Ca doan chtra con trd, khong
Poan can boi den
Paragraph The whol h containi i ,
srap ¢ IEE PR R CRERE A before and after, tabs, borders, shading,

the cursor, no selection needed L
pagination

. . N Khé gidy, 18, huéng gidy, cot bao
. . Mot vung (section) cua tai £ y‘, ’ g & };’ j ’
Vung va trang i header va footer, danh so trang
Section ’ Paper size, margins, orientation, columns,

One section of the document : )
f headers and footers, page numbering
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Céap doan c6 mot dic diém hay gay bat ngd: toan b dinh dang cua doan duoc cit trong
dau o cudi doan. Xoa diu 9 1a gop hai doan lam mot, va dinh dang cua mot trong hai
doan bién mat. o 1a 1y do mdt bién ban dang déu dep bong c6 mot doan thut 1é khéc han
sau khi ai d6 xo4 vai dong tréng.

Paragraph-level formatting has one surprising property: all of it is stored in the § mark at the
end of the paragraph. Deleting that mark merges two paragraphs into one, and the formatting of
one of them disappears. This is why a tidy inspection record suddenly contains one paragraph
with a different indent after somebody deletes a few blank lines.

MEO / TIP — Bit Ctrl+Shift+8 (Home — ¥) dé nhin thiy diu ¥, ddu tab, ddu cach, ngit
trang, ngit viing va neo anh. Ngudi soan hd so chuyén nghiép bat niit nay thudng truc.
Press Ctrl+Shift+8 (Home — ) to display paragraph marks, tabs, spaces, page breaks, section
breaks and picture anchors. Experienced document authors leave this button switched on.

5.2. Pinh dang Ky tu: phong chir, c¢& chir, ddm nghiéng gach chan — Character

formatting: font, size, bold, italic and underline

Pinh dang Phim tit Dung khi

Formatting Shortcut Used for

Pam Ctrl+B Tén hgng muc, s6 hiéu vin ban

Bold Work item names, document numbers

Nghleng Ctrlt Tén tiéu chuan, chu thich

Italic Standard titles, notes

Gach chan Ctrl+U Han ché dung trong vin ban hanh chinh

Underline Used sparingly in administrative documents
i 5 tré Don vi m2, m3 viét dung thanh m2, m?

Clislgd fii Ctrl+Shift+= s &

Superscript Units such as m? and m?

Chi s6 dudi Ctrli= Ky hiéu vat li€u, cong thirc hod

Subscript Material symbols and chemical formulas

Tang, I C chir Ctri+] Ctri+| Ch%nh nbanh khong can mo hop th(.)gu
Grow, shrink font Quick adjustment without opening a dialog

Chuyén vong: thuong — Hoa Pau — HOA
Shift+F3 HET
Cycles lower case, Title Case, UPPER CASE

D6i hoa thuong
Change case

M& hop Font Vao cac thiét 1ap khong c6 trén ribbon
, Ctrl+D . .
Font dialog Reaches settings not shown on the ribbon

Lot chir vé dung style ctia n6
Strips text back to its style

Xo4 dinh dang ky tu

Clear character formatting

Ctrl+Space

Thé Advanced trong hop Ctrl+D chira ba thiét 1ap it nguoi biét nhung ctru duge nhiéu
tinh hudng trinh bay. Scale nén hoic kéo chiéu ngang cia chit theo phan trim. Spacing
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dat Expanded hoac Condensed kem s6 diém, tirc noi hay siét khoang céch gitra cac chir
cai. Position nang hoic ha chit so véi dong ma khong d6i ¢& chit.

The Advanced tab of the Ctrl+D dialog holds three settings that few people know and that solve
many layout problems. Scale compresses or stretches character width by percentage. Spacing
set to Expanded or Condensed with a point value loosens or tightens the gap between letters.
Position raises or lowers text relative to the baseline without changing its size.

MEO / TIP — Dong trich yéu cong van dai hon kho gidy mot hai chir: dit Spacing —
Condensed — 0,2 pt cho riéng dong d6, chit van dung c& 14 theo quy cach ma dong vira
khit. Giam ¢& chir xubng 13 cho vira 1a sai quy cach va ngudi duyét nhin ra ngay.

When a document subject line runs one or two words past the page width, set Spacing — Condensed
— 0.2 pt for that line only: the text keeps its required 14-point size and still fits. Dropping the size to
13 breaks the presentation rules and a reviewer will spot it.

CANH BAO / WARNING — Panh déu chd cin sira trong ban théo bang cach t6 chir mau
d6 hoic t6 nén vang 1 thoi quen nguy hiém: ban phat hanh chinh thire di kém nhimng vét mau
do. Dung Review — New Comment hoac Track Changes, vi hai thir nay khong in ra khi dat
Print Markup 1a tit.

Marking draft revisions by colouring text red or highlighting it in yellow is a risky habit: the released
version goes out carrying those marks. Use Review — New Comment or Track Changes instead,
since neither prints when Print Markup is turned off.

5.3. Dinh dang doan: can 1é, thut dau dong, gian dong — Paragraph formatting:

alignment, indents and line spacing

Moi thiét lap cap doan nam trong hop Paragraph (Home — miii tén nhé goc dudi phai
nhom Paragraph). Bén nhom cin ndm: cin 18, thut dau dong, gidn dong va khoang cach
gitra cac doan.

All paragraph settings live in the Paragraph dialog (Home — the small arrow at the bottom-
right of the Paragraph group). Four groups matter: alignment, indentation, line spacing and the
space between paragraphs.
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Thiét 1ap Gia tri Phim tit

Setting Values Shortcut

Alignment — can 1é Left, Center, Right, Justified Ctrl+L, Ctrl+E, CtrI+R,
Alignment Lefi, Center, Right, Justified Ctrl+J

Indentation Left, Right —
thut ca doan
Left and right indent

Nhap theo cm

Entered in cm

Ctrl+M, Ctrl+Shift+M

Special: First line — thut

d? o ; 1 em hodc 1,27 cm
ong dau lemor 1.27 cm

First line indent

Dong dau nho ra, cac dong sau lui
Vao Ctrl+T

First line out, following lines in

Special: Hanging — thut treo
Hanging indent

Line spacing — gian dong Single, 1,5 lines, Exactly ... pt

trl+1, Ctrl+5, Ctrl+2
Line spacing Single, 1.5 lines, Exactly ... pt Ctrl+1, Ctrhs, Cer

Spacing Before, After —

P . Nhap theo pt

cach doan ) . —
i i Entered in points

Space before and after

Thut treo (Hanging) 1a dinh dang cta cac diéu khoan trong bién ban va hop dong: sb
hiéu diéu nho ra ngoai, phan chir 1ui vao thing hang nhau. Pat Hanging 1 c¢m roi gd sd
diéu, nhan Tab, gb nodi dung. Khong ding diu cach dé day chit, vi mdi dong s& 1éch mot
it va ban in ra thiy rd.

A Hanging indent is the standard layout for numbered clauses in records and contracts: the
clause number hangs out to the left while the text lines up in a block. Set Hanging 1 cm, type the
clause number, press Tab, then type the text. Never push text across with spaces, because every
line ends up slightly out of line and it shows in print.

CANH BAO / WARNING — Tao khoang tréng giita hai muc bang cach nhan Enter vai lan
1a ngudn gbc ctia nhitng trang ho so co dong tréng chinh inh ¢ dau trang. Khi ndi dung phia
trén dai thém, dong tréng troi 1én dinh trang méi. Dung Spacing After thay cho doan rong:
Word tu bo khoang cach d6 khi doan roi vao dau trang.

Creating a gap between two sections by pressing Enter several times is the origin of those pages that
begin with a blank line hanging at the top. When the text above grows, the empty paragraph drifts to
the top of a new page. Use Spacing After instead: Word drops that space automatically when the
paragraph falls at the top of a page.

Thé Tabs (nut Tabs ¢ goc dudi trai hop Paragraph) dit cac mbc ding cua phim Tab kém
Leader 13 duong dan ddu chim. Dung cho trang ky tén cudi bién ban, noi can hai cot
chuc danh cach nhau ding khoang. Vé&i muc luc thi khong dung tab tay, vi Word da co
muc luc tu dong kém sin dudng cham.
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The Tabs dialog (the Tabs button at the bottom-left of the Paragraph dialog) sets tab stops with
a dot Leader. Use it for the signature block at the end of a record, where two columns of job
titles must sit at fixed positions. Do not use manual tabs for a table of contents: Word's
automatic table already produces the dot leaders.

GHI CHU / NOTE — Vién va nén doan dit & Home — Borders — Borders and Shading.
Mot dudng ké ngang dudi tiéu dé muc phai 13 vién doan, khong phai mot hang déu gach duéi
g0 tay, vi vién doan tu co gidn theo 1& con hang gach duéi thi khong.

Paragraph borders and shading are set at Home — Borders — Borders and Shading. A horizontal
rule under a heading should be a paragraph border, not a row of typed underscores: the border
follows the margins while the typed row does not.

5.4. Cach dung Style trong Word thay cho dinh dang tay — Using styles instead

of manual formatting

Style 1a mgt gbi dinh dang c6 tén. Gan style cho doan thi doan mang toan bd thiét lap
trong goi d6. Stra goi mot 1an, moi doan mang tén d6 do6i theo, ké ca doan nam & trang
90.

A style is a named package of formatting. Applying a style to a paragraph gives it every setting
in the package. Change the package once and every paragraph carrying that name follows,
including the one on page 90.

Loai style Déu nhin biét | Chira gi
Style type Marker Contains

Paragraph style — style Ca dinh dang ky tu lan dinh dang doan; ap cho

A Bi¢u twugngq  ca doan
) A q symbol Both character and paragraph formatting; applies to
Paragraph style
the whole paragraph

Elomsier stile— ailo i) Chi dinh dang ky tu; ap cho phan boéi den, de

Chir a 1én style doan
tu . . .
A letter a Character formatting only, applies to a selection
Character style
over the paragraph style

Linked style — style k & Hoat dong nhu style doan, hodc nhu style ky tu

N fvaa néu chi bdi den vai chit
(j)p Y and a Behaves as a paragraph style, or as a character style
Linked style . -
when only part of the text is selected
Vién, nén, phong cua bang; dit ¢ thé Table
Table style — style bang ~ Ludi 6 Design
Table style A grid icon Borders, shading and fonts of a table; found on the

Table Design tab

Sira mot style cho ca tai liéu d6i theo — Editing a style to change the whole document

1. M6 bang style bang Ctrl+Alt+Shift+S, hoic nhip chudt phai vao tén style trong
nhom Styles trén thé Home.
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Open the styles pane with Ctrl+Alt+Shift+S, or right-click the style name in the Styles group
on the Home tab.

2. Chon Modify. Hop thoai hién ra voi phén dinh dang nhanh ¢ gitra.
Choose Modify. The dialog opens with the quick formatting controls in the middle.

3. Nut Format & goc duéi trai dan téi dﬁy da: Font, Paragraph, Tabs, Border,
Numbering, Language.
The Format button at the bottom-left leads to the full set: Font, Paragraph, Tabs, Border,
Numbering and Language.

4. Tick New documents based on this template néu mudn thay d6i nay ap cho moi hd
so md sau bang cung mau. Khong tick thi chi d6i trong file dang mo.
Tick New documents based on this template to apply the change to every future document
based on the same template. Leave it clear and only the open file changes.

5. Nhan OK. Moi doan mang style d6 cap nhat ngay, khong phai quét lai tai lidu.
Click OK. Every paragraph carrying that style updates at once, there is nothing to go back
and fix.
O Style based on trong hop Modify 14 chd tao ra hiéu Gng day chuyén. Gan nhu moi
style trong Word dan xuat tir Normal. D6i phong ciia Normal tir Calibri sang Times
New Roman thi than bai, chii thich, ndi dung bang va phan 16n tiéu dé doi theo cung lic,
trir nhiing style di dugc dat phong riéng. O Style for following paragraph quyét dinh g6
xong doan nay, nhan Enter thi doan sau mang style gi — dat Heading 2 ndi tiép bang
Body Text dé khoi phai doi style bang tay sau mdi tiéu de.
The Style based on box in the Modify dialog is where the chain reaction starts. Nearly every
style in Word derives from Normal. Changing the Normal font from Calibri to Times New
Roman switches body text, captions, table text and most headings at the same time, except styles
that carry their own font setting. The Style for following paragraph box decides which style the
next paragraph takes when Enter is pressed: set Heading 2 to be followed by Body Text and
there is no manual style change after every heading.

CANH BAO / WARNING — Dinh dang tay dé 1én style (Word goi la direct formatting) lam
héng toan bo lgi ich cua style: sira style xong nhitng doan da bi t tay van giir nguyén hinh
cii, va tai liéu c6 hai kiéu trinh bay 13n 1on. Lot vé dung style bang Ctrl+Space (b6 dinh dang
ky tu) va Ctrl+Q (bd dinh dang doan).

Manual formatting laid over a style — what Word calls direct formatting — destroys the point of
styles: after the style is edited, the hand-formatted paragraphs keep their old appearance and the
document ends up with two competing layouts. Strip text back to its style with Ctrl+Space for
character formatting and Ctrl+Q for paragraph formatting.

MEO / TIP — Style Set trén thé Design ddi ca bo Heading va than bai sang mot bo dong
nhét khac chi bing mot 1an nhip. Chinh xong b style ctia don vi thi nhan Design — Set as
Default dé moi tai liéu méi dung bo do.

The Style Set gallery on the Design tab swaps the whole set of headings and body text for another
consistent set in one click. Once your organisation's set is right, use Design — Set as Default so new
documents start from it.
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5.5. Heading 1 dén Heading 9 dung dé 1am gi trong Word — What Heading 1 to
Heading 9 are for

T6 dam mot dong rdi tang c& chir 1én 14 thi mat nguoi doc thay do6 1a tiéu dé, con Word
thi khong. Word chi nhan ra tiéu dé qua style Heading 1 dén Heading 9 va qua thudc
tinh Outline Level di kém. Bén tinh ning quan trong nhat ciia mot hd so dai déu bam
vao do:

Making a line bold and 14 points tells a human reader it is a heading; it tells Word nothing.
Word recognises headings only through the Heading 1 to Heading 9 styles and the Outline
Level property attached to them. The four features that matter most in a long document all
depend on it:

« Table of Contents — muc lyc ty dong 1ay ding nhiing doan mang style Heading, kém
sb trang cap nhat duoc.
Table of Contents — the automatic contents list picks up exactly those paragraphs carrying
a Heading style, with page numbers that can be refreshed.

- Navigation Pane — khung diéu hudéng bén trai liét ké cdy tiéu dé, nhap dé nhay t6i,
kéo tha dé doi thir ty ca muyc.
Navigation Pane — the pane on the left lists the heading tree; click to jump, drag to move a
whole section.

« Multilevel List — danh s6 1, 1.1, 1.1.1 chay ty dong theo cip tiéu dé, trinh bay ¢ muc
6.2.
Multilevel List — automatic 1, 1.1, 1.1.1 numbering that follows the heading levels, covered
in section 6.2.

« Cross-reference — ciu *xem muc 3.4* ty ddi theo khi sé muc thay ddi, trinh bay o
muc 6.6.
Cross-reference — a sentence such as *see section 3.4* updates itself when the numbering
changes, covered in section 6.6.

Gan Heading bang phim tit Ctrl+Alt+1, Ctrl+Alt+2, Ctrl+Alt+3 cho ba cp dau. Cap 4
tr& xudng chon tir bang style. HO so xay dung hiém khi cin qua bdn cap: Phan, Chuong,
Muc, Tiéu muc 13 di cho mdt thuyét minh day.

Apply headings with Ctrl+Alt+1, Ctrl+Alt+2 and Ctrl+Alt+3 for the first three levels; level 4 and
below are chosen from the styles pane. Construction documents rarely need more than four
levels: part, chapter, section and subsection cover a thick design report.

GHI CHU / NOTE — Style Heading mic dinh ctia Word 1a chit xanh, phong Calibri, khong
hop quy cach hd so. Stra style Heading vé Times New Roman, mau den, dung ¢& — outline
level van nguyén, muc luc va danh s6 van chay. Bung vi hinh thirc méc dinh x4u ma bo
Heading dé quay vé t6 dam tay.

Word's default Heading styles are blue Calibri, which does not match Vietnamese document
conventions. Edit the Heading styles to Times New Roman in black at the required size: the outline
level stays intact and the contents list and numbering keep working. Do not abandon Heading styles
for manual bold text because the defaults look wrong.
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5.6. Format Painter va Clear Formatting — sao chép va xoa dinh dang —

Format Painter and Clear Formatting

1. Bat con trd trong doan c6 dinh dang dung. Bo6i den vai chir thi chi chép dinh dang ky
tu; khong boi den, chi dat con tro thi chép ca dinh dang doan.
Place the cursor in the paragraph that is formatted correctly. Selecting a few words copies
character formatting only, leaving the cursor in the paragraph without selecting copies the
paragraph formatting as well.

2. Nhan Format Painter (Home — biéu tugng chdi quét) hoic Ctrl+Shift+C.
Click Format Painter (Home — the paintbrush icon) or press Ctrl+Shift+C.

3. Quét con tro hinh chdi qua doan can sira, hodc nhin Ctrl+Shift+V tai doan dich.
Drag the brush cursor over the text to be fixed, or press Ctrl+Shift+V at the destination.

4. Nhap dap vao nit choi dé gitr ché d6 quét cho nhiéu doan lién tiép; nhin Esc dé thoat.
Double-click the brush button to keep it active for several paragraphs in a row, press Esc to
release it.

Chiéu nguoc lai 1a Clear All Formatting (Home — nut chit A kém cuc tay), dua phan
chon vé style Normal tran. Dung khi nhan mét doan dan tir trang web hoac tu file PDF,
mang theo phong la, ¢& la va nén xam vo hinh.

The reverse operation is Clear All Formatting (Home — the A with an eraser), which returns

the selection to plain Normal. Use it on text pasted from a web page or a PDF, which arrives
carrying an unfamiliar font, an odd size and invisible grey shading.

Ky hiéu 4n Nghia

Hidden mark Meaning

1
Miii tén —
Right arrow —

Dau chdm giira dong
Mid-height dot

Miii tén cong ¢

Bent arrow ¢

Duong ké Page Break
A Page Break line

Duong ké Section Break
A Section Break line

M6 neo L
Anchor &

Két thiic doan, noi cit dinh dang doan
End of paragraph, where paragraph formatting lives

Mot ky tu Tab

One tab character

Mot dau cach
One space character

Xubng dong trong doan (Shift+Enter), khong tao doan mai
Line break inside a paragraph (Shift+Enter), not a new paragraph

Ngit trang do ngudi dung chén (Ctrl+Enter)
A manual page break (Ctrl+Enter)

Ngit viing; phan chit trudc no c6 thé khac kho gidy
A section break; the text before it may use a different page setup

DPoan ma mot anh ndi dang bam vao
The paragraph a floating picture is attached to
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5.7. Cach tao miu .dotx cho hd so xdy dung theo quy cach trinh bay —

Building a .dotx template for construction documents

Nghi dinh 30/2020/ND-CP vé cong tac van thu quy dinh quy cach trinh bay van ban hanh
chinh, va phan 16n don vi tu van 4p ludn quy cach nay cho thuyét minh, bién ban va bao
c40 giam sat dé ho so thong nhat. Cac con sd can dit vao style:

Decree 30/2020/ND-CP on records management sets out the presentation rules for
administrative documents, and most consultancies apply the same rules to design reports,
records and supervision reports so that the file reads consistently. The values to build into the
styles are:

Thanh phén

Dat vao style
Style to hold it

Quy cach

Item Setting

Times New Roman, b ma Unicode,

Phong chir
Typeface

C& chir ndi dung
Body size

Kho giay va le

Paper and margins

Gian dong

Line spacing

Cach doan
Space between
paragraphs

Thut dau dong

First line indent

S6 trang
Page number

mau den

Times New Roman, Unicode encoding,
black

13 hoac 14
13 or 14

A4; trén dudi 20-25 mm; trai 30-35
mm; phai 15-20 mm

A4; top and bottom 20-25 mm; left 30-35
mm; right 15-20 mm

Toi thieu dong don, toi da 1,5 lines
Single as a minimum, 1.5 lines as a
maximum

Tbi thiéu 6 pt

6 pt minimum

1 cm hodc 1,27 cm
lemor 1.27 cm

C& 13-14, kiéu dtng, giira 18 trén,
trang dau khong hién

Size 13—14, upright, centred in the top
margin, hidden on page one

Normal

Normal, Body Text

Page Setup cua vung
Section

Normal

Normal

Normal

Header ctia vung
Section header

Luwu bg style thanh miu dung chung — Saving the style set as a shared template

1. Mé mot tai liéu tréng, chinh Normal, Heading 14, Caption, mdt Table style, 1oi
dat 18 va kho gidy ¢ Layout — Page Setup.
Open a blank document and set up Normal, Heading 1-4, Caption and one Table style, then
fix the margins and paper size at Layout — Page Setup.
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2. Xo4 sach noi dung thir. Mau chi nén chua phﬁn ¢ dinh: khdi tiéu dé co quan, sb hiéu,
noi nhan.
Delete all trial text. A template should contain only the fixed parts: the organisation
letterhead, the reference number block and the distribution list.

3. **File — Save As — Word Template (\*.dotx). Word tu chuyén sang thw muc
Custom Office Templates**; giit nguyén chd do.

**File — Save As — Word Template (\*.dotx). Word switches to the Custom Office
Templates** folder; keep it there.

4. Nguoi ding mo mau bang File — New — Personal, chon mau, Word tao mot tai lidu
moi dua trén no.
Users open the template through File — New — Personal, pick it, and Word creates a new
document based on it.

CANH BAO / WARNING — Nhép dup vao file . dotx trong thu myc 1a tao mdt tai liéu
méi dya trén mau, khong phai mo mau ra stra. Mudn stra chinh cai mau thi nhip chudt phai
vao file — Open. Stra nham vao ban sao rdi luu lai 1a ca t6 van dung mau cii ma khong ai
hiéu vi sao.

Double-clicking a .dotx file creates a new document from the template; it does not open the

template for editing. To edit the template itself, right-click the file and choose Open. Editing a copy by
mistake and saving it leaves the whole team on the old template with no explanation.

MEO / TIP — Hb so cii d4 15 soan khong theo mau: vao File — Options — Add-ins —
Manage: Templates — Go — Attach, chon file . dotx, tick Automatically update

document styles, nhin OK. Toan b style trung tén trong tai li¢u nhan dinh dang tu mau.
For an existing document that was not built on the template: go to File — Options — Add-ins —
Manage: Templates — Go — Attach, select the .dotx file, tick Automatically update document

styles and click OK. Every style in the document whose name matches takes its formatting from the
template.
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Chuong 6. Danh s0 tw dong va muc luc — Chapter 6. Automatic

numbering and tables of contents

Chén thém mot muc 3.4 vao giita thuyét minh danh s tay nghia 1a sira s6 ctia bon chuc
muc phia sau, stta muc luc, r0i do lai moi cau *xem muc 3.x* rai khip bai. Lam xong ba
lan nhu thé thi hd so chic chian c¢6 chd sai s6 ma khong ai phat hién dén lic tham tra.
Chuong nay dung co ché d¢é Word ty gitr s6 cho diing.

Inserting a new section 3.4 in the middle of a manually numbered report means renumbering
forty sections below it, rewriting the contents list, then hunting down every *see section 3.x*
scattered through the text. After three rounds of that, the document certainly contains a wrong
number that nobody will notice until the review. This chapter sets up the machinery that keeps
the numbers right on its own.

6.1. Danh sich diu diu dong va danh sich danh sb trong Word — Bulleted and

numbered lists

Hai ntit Bullets va Numbering ¢ nhom Paragraph trén thé Home tao danh sach mot cap.
Phim Tab & d¢au mot muc ha né xudng cap dudi, Shift+Tab nang 1én cip trén. Miii tén
nho canh mdi niit mé thu vién ky hiéu va kiéu s6, kém muc Define New Bullet va Define
New Number Format d¢ thém kiéu riéng.

The Bullets and Numbering buttons in the Paragraph group on the Home tab create a single-
level list. Pressing Tab at the start of an item demotes it one level; Shift+Tab promotes it. The
small arrow beside each button opens the gallery of markers and number formats, together with
Define New Bullet and Define New Number Format for custom entries.

Tinh hudng Thao tac

Situation Action

Danh sach méi nhung Word ndi tiép sé cua

danh sach trudc Chu6t phai vao s6 — Restart at 1
A new list continues the numbering of the Right-click the number — Restart at 1
previous one

Danh sach bi dut, muon noi ti€p so cii

Chu6t phai vao s — Continue Numberin
A list is broken and should continue the earlier Lp g

Right-click the number — Continue Numbering
numbers

Can bét dau tir mot sb bat ky, vi dusd 7

A list must start at an arbitrary number such as
7

Chuét phai — Set Numbering Value — nhap 7
Right-click — Set Numbering Value — enter 7

Chudt phai — Adjust List Indents — doi

S6 va chit cach nhau qua xa Follow number with

The gap between number and text is too wide Right-click — Adjust List Indents — change Follow
number with
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GHI CHU / NOTE — G 1. r6i diu cach, Word tu bién doan thanh danh sach danh sb. Tién
khi soan nhanh, phién khi dang gd diéu khoan c6 sb that. Tit ¢ File — Options — Proofing
— AutoCorrect Options — AutoFormat As You Type — Automatic numbered lists.
Typing 1. followed by a space makes Word convert the paragraph into a numbered list. Convenient
when drafting quickly, a nuisance when typing clause numbers that must stay as text. Turn it off at

File — Options — Proofing — AutoCorrect Options — AutoFormat As You Type — Automatic
numbered lists.

6.2. Cach danh s6 muc ty dong 1.1, 1.1.1 trong Word — Automatic 1.1 and 1.1.1
numbering

Céch duy nhat giit dugce sé myc dung khi hd so con bi chén va xoa 1a ndi Multilevel List
vao céc style Heading. Sau khi ndi, s nam trong style chtr khong nam trong timng doan:
gan Heading 2 cho mét doan 1a doan d6 c6 ngay sb dang 3.5, va moi myc sau n6 ddn sb
theo.

The only way to keep section numbers correct while a document is still being edited is to link a
Multilevel List to the Heading styles. Once linked, the numbering belongs to the style rather than

to individual paragraphs: applying Heading 2 to a paragraph immediately gives it a number
such as 3.5, and every section below renumbers itself.

1. Bat con tré vao mdt doan da mang style Heading 1.
Place the cursor in a paragraph that already carries the Heading 1 style.

2. Home — Multilevel List — Define New Multilevel List.
Home — Multilevel List — Define New Multilevel List.

3. Nhan nat More (dau >>) & goc dudi trai ¢ mo nira phai ctia hop thoai. Khong mo
phan nay thi khong thiy 6 ndi style.
Click More (the >> button) at the bottom-left to reveal the right-hand half of the dialog.
Without it the style-linking box is not visible.

4. O Click level to modify chon 1. O 6 Link level to style chon Heading 1.
Under Click level to modify select 1. In the Link level to style box choose Heading 1.

5. Chon Number style for this level 1a 1, 2, 3. O Enter formatting for this number
dang chira mot con sd nén xam — giir nguyén con s6 do6, chi gé thém dau cham hoic
chit Chwong ¢ trude néu can.

Set Number style for this level to 1, 2, 3. The Enter formatting for this number box holds a
grey-shaded digit: leave that digit alone and only add a full stop, or a word such as Chapter,
in front of it.

6. bat Follow number with 12 Tab character hoidc Space, roi dat Aligned at va Text
indent at bang 0 cm néu mudn tiéu dé bat dau sat 1& trai.

Set Follow number with to Tab character or Space, then set Aligned at and Text indent at
to 0 cm if headings should start flush with the left margin.

7. Chon Click level to modify 12 2, n6i v6i Heading 2, rdi ¢ 6 Include level number
from chon Level 1. O s6 hién thanh 1.1.

Select level 2, link it to Heading 2, then choose Level 1 in the Include level number from
box. The number preview becomes 1.1.
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8. Lam tiép cap 3 ndi Heading 3, 14y s tir Level 1 r6i Level 2 dé duoc 1.1.1. Nhan OK.
Repeat for level 3 linked to Heading 3, taking numbers from Level 1 and then Level 2 to
produce 1.1.1. Click OK.

Define New Multilevel List — More (>>)
Click level to modify : 1

Link level to style : Heading 1

Number style s 1, 2, 3

Follow number with : Tab character

Click level to modify : 2

Link level to style : Heading 2

Include level number from : Level 1 - 1.1

Click level to modify : 3 - Heading 3 - 1.1.1

CANH BAO / WARNING — Chon sin mdt mau trong thu vién List Library ma khong vao
Define New Multilevel List dé ndi style 1a cai biy phd bién nhit. S6 tréng van dung luc dau,
nhung n6 bam vao tung doan roi; chén thém mot muc ¢ gitra 1a danh sach v& thanh hai ba
manh va sb bat dau loan. Ludn kiém bang cach nhip vao mét tiéu dé: néu 6 Link level to
style tréng thi chwra nbi.

Picking a pattern from the List Library gallery without going into Define New Multilevel List to link
the styles is the most common trap. The numbers look right at first, but they are attached to individual
paragraphs, insert one section in the middle and the list splits into fragments with numbering that no

longer makes sense. Always check by clicking a heading: an empty Link level to style box means it is
not linked.

GHI CHU / NOTE — Sau khi ndi xong, khéng g5 s6 vao tiéu dé nita. Chi gd Co sé' thiét ké,
Word tu thém 3.2. & trudc. Tiéu dé nao con sd gb tay s& thanh 3.2. 3.2. Co sé thiét ké.

Once linked, stop typing numbers into headings. Type only Design basis and Word puts 3.2. in front of
it. Any heading still carrying a typed number ends up reading 3.2. 3.2. Design basis.
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6.3. Sira 16i danh sé trong Word: 50 nhay vél, 1éch thut 18 — Fixing numbering

that restarts or drifts

Hién twong

Symptom

Nguyén nhan
Cause

Cach swra
Fix

S6 nhay vé 1 giira tai liéu
Numbering restarts at 1 in
the middle

Hai myc mang cung mot
s0

Two sections carry the same
number

S 1ui vao qua sau hodc
mdi cap mot kiéu
Numbers indent too far or
differ level by level

Tiéu de khong c6 so
A heading has no number

Dan ndi dung tir hd so cii
vao thi s6 loan

Pasting from an old file
scrambles the numbers

Poan d6 bi dat Restart, hodc
thudc mot danh sach khac
That paragraph was set to

restart, or belongs to a
different list

Hai danh sach riéng chay
song song

Two separate lists running in
parallel

Position cia timg cap dt roi
rac

Each level has its own position
settings

Doan chua mang style
Heading, hodc da bi bo danh
s6

The paragraph is not a
Heading, or numbering was
removed from it

Doan dan mang theo dinh
nghia danh sach cua file
ngudn

The pasted text brings the
source file's list definitions

Chu6t phai vao sé — Continue
Numbering

Right-click the number — Continue
Numbering

Chuot phai — Set Numbering
Value — Continue from previous
list

Right-click — Set Numbering Value
— Continue from previous list

Define New Multilevel List —
chinh Aligned at, Text indent at
— Set for All Levels

Define New Multilevel List — adjust

Aligned at and Text indent at — Set
for All Levels

Gan lai Heading; néu van tréng,
chudt phai vao tiéu dé bén trén —
Continue Numbering

Reapply the Heading style; if still
blank, right-click the heading above
— Continue Numbering

Dan bang Keep Text Only, roi gan
lai style Heading

Paste with Keep Text Only, then
reapply the Heading styles

MEOQO / TIP — Khi s6 roi dén muc khong g& ndi & mot muc: bdi den muc do, nhén Ctrl+Q
r0i gan lai style Heading. Cach niy xo4 moi dinh dang doan ty phat trong khi van giir style,
thuong dua muc vé dung diy sb ma khong phai sira ca tai liéu.

When the numbering of one section is beyond repair: select it, press Ctrl+Q, then reapply the Heading

style. This clears any stray direct paragraph formatting while keeping the style, and usually restores

the section to the correct sequence without touching the rest of the document.

CANH BAO / WARNING — Trudc khi ndp hd so, cudn hét mot lugt va doc riéng day )
muc, bé qua ndi dung. L&i danh sb thuong ndm & chd ndi giira hai phan do hai ngudi soan rdi
ghép lai, va mit dang doc noi dung thi khong nhin ra.
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Before issuing a document, scroll through once reading only the sequence of section numbers and
ignoring the text. Numbering faults usually sit at the join between two parts written by different
people, and an eye following the content will not catch them.

6.4. Cach tao muc luc ty dong trong Word (Table of Contents) — Creating an
automatic table of contents

1. Bat con trd vao trang danh cho muc luc, thuong la trang sau bia.
Place the cursor on the page reserved for the contents, usually the page after the cover.

2. References — Table of Contents — Custom Table of Contents. Mau dung san

trong thu vién ciing dung duoc, nhung hop Custom cho chinh du thir can chinh.
References — Table of Contents — Custom Table of Contents. The ready-made entries in
the gallery work too, but the Custom dialog exposes every setting that matters.

3. DBat Show levels bang s cap tiéu dé mudn dua vao myc luc. Thuyét minh thuong lay
3; cong van va to trinh thudng khéng can muc luc.
Set Show levels to the number of heading levels to include. A design report usually shows 3;
letters and submissions usually need no contents list at all.

4. Gitt Show page numbers, Right align page numbers, va chon Tab leader 1a dau
cham.
Keep Show page numbers and Right align page numbers, and set Tab leader to the dotted
line.
5. Nhan OK. Muc luc hién ra duéi dang mot truong, nén xam nhat khi nhép vao.
Click OK. The contents list appears as a field, shaded light grey when clicked.
Noi dung thay ddi thi muc luc khong tu ddi theo. Nhép vao muc luc, chon Update Table
(hoic nhan F9), rdi chon Update page numbers only khi chi c6 s trang xé dich, hoic
Update entire table khi da thém, bot, stra t€n muc.
The contents list does not follow changes in the document by itself. Click it, choose Update Table

(or press F9), then select Update page numbers only when only the pagination has shifted, or
Update entire table when headings have been added, removed or renamed.
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Vi sao muc luc thieu mot muc

Why an entry is missing

Cach swra
Fix

Poan tiéu dé khong ding style Heading, chi

to dam tay
The heading is manually bolded rather than
styled

Cép clia tiéu dé 1on hon Show levels
The heading level exceeds Show levels

Tiéu dé nam trong mot Text Box
The heading sits inside a Text Box

ba thém muc nhung chua cap nhat
A new section was added but the list was not
refreshed

Can dua mot doan khong phai Heading vao
muc luc

A paragraph that is not a Heading must appear
in the contents

Gan Heading 1-3 cho doan d6
Apply Heading 1-3 to the paragraph

Dung lai muc luc véi Show levels 16n hon
Rebuild the contents with a higher Show levels value

Pua chif ra ngoai text box; Word khong 13y noi
dung trong text box vao muc luc

Move the text out of the box;, Word does not collect
text-box content into the contents

Update Table — Update entire table
Update Table — Update entire table

References — Add Text — Level 1, hoac dat
Outline Level trong hdp Paragraph
References — Add Text — Level 1, or set Outline
Level in the Paragraph dialog

CANH BAO / WARNING — In hé so ma quén cap nhat myc lyc 13 15 bj bt ngay ¢ khau
kiém tra: sb trang trong muc luc 1éch v&i rudt. Bat File — Options — Display — Update
fields before printing dé Word ty cap nhat mdi lan in.

Printing without refreshing the contents is caught immediately on checking: the page numbers in the
list do not match the body. Tick File — Options — Display — Update fields before printing so Word

refreshes them at every print.

6.5. Cach danh s hinh va bang tu dong bang Caption — Automatic figure and

table numbering with captions

1. Chon bang hodc anh, r0i References — Insert Caption.
Select the table or picture, then choose References — Insert Caption.

. Nhan New Label va tao nhan tiéng Viét: Bang, Hinh, Phu luc.

Click New Label and create the labels you need, such as Table, Figure or Appendix.

thong 1& ho so k¥ thuat.

. bat Position: Above selected item cho bang, Below selected item cho hinh — dung

Set Position: Above selected item for tables and Below selected item for figures, following

normal technical practice.

. Nhan Numbering — Include chapter number, chon Heading 1 va du ngan cach la

dau cham, dé c6 Bang 3.2 thay vi Bang 12.
Click Numbering — Include chapter number, choose Heading 1 and a full stop as the
separator, to produce Table 3.2 instead of Table 12.
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5. G tén bang sau sd, vi du Bang 3.2. Khdi lwgng bé tong méng M1, rdi nhan OK.
Type the caption text after the number, such as Table 3.2. Concrete quantities for
Sfoundation M1, then click OK.

GHI CHU / NOTE — Muc Include chapter number chi chay khi cac tiéu dé chuong da
dugc danh s6 bang Multilevel List ndi voi Heading nhu & muc 6.2. Chua ni thi Word béo 16i
hodc cho ra Bang 0.2.

Include chapter number works only when the chapter headings are numbered by a Multilevel List
linked to the Heading styles, as set up in section 6.2. Without that link Word reports an error or
produces Table 0.2.

Caption 12 mét truong SEQ, nén chén thém mot hinh vao gitra thi cac hinh sau ty don sé.
SO méi chi hién sau khi cap nhat truong: boi den ca tai li¢u bﬁng Ctrl+A r6i nhan F9. C6
du caption roi thi dung muc luc hinh va muc luc bang béng References — Insert Table
of Figures, chon Caption label 12 Hinh; chay lai l4n nita v4i nhan Bang dé c6 muc luc
bang riéng.

A caption is a SEQ field, so inserting a figure in the middle renumbers the figures below it. The
new numbers appear only after the fields are refreshed: select the whole document with Ctrl+A
and press F9. Once the captions are in place, build a list of figures with References — Insert
Table of Figures and Caption label set to Figure; run it again with the Table label for a
separate list of tables.

MEO / TIP — Bat Keep with next (hop Paragraph — thé Line and Page Breaks) cho doan
chira anh va cho dong caption ctia bang. Anh va tén anh s& khong bao gio bi tach ra hai trang.
Switch on Keep with next (Paragraph dialog — Line and Page Breaks tab) for the paragraph holding
a picture and for a table's caption line. The image and its caption then never end up on separate

pages.

6.6. Cach tao tham chié¢u chéo xem Bang 3.2 trong thuyét minh — Cross-

references such as see Table 3.2

Go thang chit xem Bang 3.2 13 chdp nhan rang cau d6 sé& sai vao mot ngay nao d6. Chén
bang Cross-reference thi con s trong cau 1a mot truong tré téi ding caption ay, danh sé
doi thi cau doi theo.

Typing see Table 3.2 as plain text accepts that the sentence will be wrong one day. Inserting it as
a Cross-reference makes the number a field pointing at that caption, so the sentence follows
whenever the numbering changes.

1. G& phan dan, vi du Khoi lwgng bé tong méng xem , r6i dé con tro & do.
Type the lead-in, such as Foundation concrete quantities are given in , and leave the cursor
there.

2. References — Cross-reference (hodc Insert — Cross-reference).
References — Cross-reference (or Insert — Cross-reference).

3. Chon Reference type: Bang hodc Hinh néu di tao nhan, Heading dé troé t&i muc,
Bookmark dé trd t¢i mot vi tri tu danh dau.
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Choose the Reference type: your Table or Figure label, Heading to point at a section, or
Bookmark to point at a marked position.

4. Chon Insert reference to theo bang dudi, chon muc dich trong danh sach, nhan
Insert, rdi Close.

Set Insert reference to using the table below, select the target in the list, click Insert, then
Close.

Cho ra

Produces

Insert reference to

Bang 3.2 — dung nhidu nhit trong thuyét minh
Only label and number J 8 o s Ty
Table 3.2 — the usual choice in a report

Bang 3.2. Khéi luong bé téng méng Ml

Entire caption Table 3.2. Concrete quantities for foundation M1

S trang chtra muc dich

Page number
g The page number where the target sits

Chit *trén* hodc *du6i* tuy vi tri twong dbi
The word *above* or *below* depending on relative position

Above/below

Tén muc, khong kem so

Heading text
eading tex The heading text without its number

. Sé muc, vidy 3.4
Heading number ,
The section number, for example 3 . 4

CANH BAO / WARNING — Tham chiéu chéo 1a truong, khong ty cap nhat khi danh sb
d6i. Trudc khi xuat PDF: Ctrl+A roi F9. Trudng nam trong header, footer va trong text box
khong nam trong ving Ctrl+A chon dugc — phai nhip vao ting chd d6 rdi cap nhat riéng.
Cross-references are fields and do not refresh themselves when the numbering changes. Before
producing a PDF: Ctrl+A then F9. Fields in headers, footers and text boxes are outside the Ctrl+A
selection and must be updated separately by clicking into each one.

GHI CHU / NOTE — Dong chit Error! Reference source not found. nghia 1a muc dich da
bi xo4. Hay gap khi cit mot chuong sang file khac ma dé lai cau tham chiéu ¢ file cii. Xo4
truong do va go lai, hoac chén tham chiéu méi t6i muc dich con ton tai.

The text Error! Reference source not found. means the target has been deleted. It commonly appears
after a chapter is moved to another file while the referring sentence stays behind. Delete the field and
retype it, or insert a new reference to a target that still exists.

6.7. Bookmark, trueong Field va khung diéu hwéng Navigation Pane —
Bookmarks, fields and the Navigation Pane

Bookmark 1a mot cai tén dat cho mot vi tri hodc mot doan chir. Chén béng Insert —
Links — Bookmark, tén viét lién khong dau va khong khoang tring. Dung khi can tham
chiéu t&i mot chd khong cé caption va khong phai tiéu dé, vi du mot diéu khoan trong
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phan can ctr phap ly. Bat File — Options — Advanced — Show bookmarks d¢ thiy
dau ngodc vudng danh diu ving da dat tén.

A bookmark is a name given to a position or a piece of text. Insert one at Insert — Links —
Bookmark, using a name with no spaces or accents. Use bookmarks to refer to a place that has
no caption and is not a heading, such as a clause in the legal basis section. Tick File — Options
— Advanced — Show bookmarks to display the square brackets marking the named range.

Trwong Hién thi ra bat &
Field Displays Typical place
PAGE Sé trang hién tai Footer hoac header
The current page number Footer or header
A A \ * *
NUMPAGES Tong so trang Dong Trang 3/45
Total number of pages A *Page 3 of 45* line
SECTIONPAGES Tong s trang cua riéng vung do Ho so chia nhiéu phan
Total pages within the current section Documents split into parts
Noi dung cua tiéu dé gin nhit mang style 2 R
dé' chong £ &5 Dau trang chay tén chuong
STYLEREF ; o A running chapter name in the
The text of the nearest heading in the chosen
' header
style
FILENAME \p Tén file kém du’o‘pg dan Footer bgn nhap ndi b |
File name with its full path Footer of an internal draft
SRR Ngay in ban dang cam Ban in kiém soat
The date this copy was printed Controlled printed copies
- S thtr ty ty ting Caption hinh va bang
An automatically incrementing counter Figure and table captions

{ STYLEREF "Heading 1" \* MERGEFORMAT }

{ PAGE }/{ NUMPAGES }

Alt+F9 : hién hodc &n mi trudng / toggle field codes

F9 : cdp nhat trudng dang chon / update selected fields
Ctrl+Shift+F9 : ph& trudong thanh cht tinh / unlink fields

MEOQO / TIP — Khi ndp ban cudi cho chu dau tu, chon ca tai liéu roi nhan Ctrl+Shift+F9 dé
bién moi trudng thanh chit tinh. Muc luc, tham chiéu va sé trang khong con kha ning ti doi,
nén ban nhan duoc luén gidng hét ban da ky. Lam viéc ndy trén mot ban sao, vi thao tac
khong dao nguoc duogc.

When issuing a final copy to the client, select the whole document and press Ctrl+Shift+F9 to convert
every field into static text. The contents list, cross-references and page numbers can no longer change,
so the copy received always matches the copy signed. Do this on a duplicate file, because the
operation cannot be undone.

Khung Navigation Pane m¢ biang Ctrl+F hoic View — Navigation Pane, thé
Headings. N6 hién cay tiéu dé cua ca tai liu. Nhap mot tiéu dé 1a nhay t6i do. Kéo tha
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mot tiéu dé sang vi tri khac 1a chuyén ca muc d6 kém moi tiéu dé con va toan bd ndi dung
bén dudi — cach sap xép lai mot thuyét minh dai nhanh hon cit dan nhiéu lan.

The Navigation Pane opens with Ctrl+F or View — Navigation Pane, on the Headings tab. It
shows the heading tree of the whole document. Clicking a heading jumps to it. Dragging a
heading to a new position moves that section with all its subheadings and body text, which
reorganises a long report far faster than repeated cut and paste.

CANH BAO / WARNING — Chudt phai vao mét tiéu dé trong Navigation Pane rdi chon
Delete 13 xo04 ca phan ndi dung thudc tiéu dé do, khong chi mot dong tiéu dé. O tai licu dai,
phan bi x04 c6 thé 1a mudi trang ma man hinh khong hién ra.

Right-clicking a heading in the Navigation Pane and choosing Delete removes the entire section under
that heading, not just the heading line. In a long document that can be ten pages that were never on
screen.
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Chuong 7. Bang biéu, hinh anh va bd cuc trang — Chapter 7. Tables,

images and page layout

Ba thtr chiém nhiéu thoi gian nhét khi hoan thién ho so: bang khdi lwong dai miy trang
ma sang trang thir hai mat tiéu dé cot, anh hién truong nhay sang trang khac mdi lan thém
mot dong chit, va ban v& kho ngang phai nhét vao tap thuyét minh khé doc. Ca ba déu cd
cach xir Iy ¢6 dinh.

Three things absorb most of the time spent finishing a document: a bill of quantities several
pages long that loses its column headings on the second page, site photographs that jump to

another page whenever a line of text is added, and a landscape drawing that has to sit inside a
portrait report. All three have a settled solution.

7.1. Cach chén va chinh bang trong Word — Inserting and adjusting tables

Cach tao bang DPuong di Hop véi
Method Path Suits

Insert — Table rdi ré chudt trén
Ludi 6 ludi
The grid

Béng nho, tdi da 10 cot 8 dong
Small tables, up to 10 columns by 8

Insert — Table and drag across the
rows

grid

Bang nhiéu dong, can dat san
AutoFit

Larger tables where AutoFit is set in

Insert — Table — Insert Table
Insert — Table — Insert Table

Hop Insert Table
Insert Table dialog

advance

Bang c6 6 1éch nhau nhu khung
tén, phiéu kiém tra

Irregular layouts such as title blocks

Draw Table — vé
tay
Draw Table

Insert — Table — Draw Table
Insert — Table — Draw Table

and check sheets

Boi den chit — Insert — Table — Danh sach d gd sin, ngin bang

Convert Text to
Table

Dan tir Excel
Paste from Excel

Convert Text to Table
Select the text — Insert — Table —
Convert Text to Table

Ctrl+C & Excel, Ctrl+V ¢ Word
Ctrl+C in Excel, Ctrl+V in Word

Tab hodc ddu phay
An existing list separated by tabs or
commas

Bang khéi lugng, bang tong hop
da tinh xong

Bills of quantities and summaries
already calculated

Chon mét 6 trong bang thi hién hai thé¢ Table Design va Layout. Thé Layout chtra gan
nhu moi thao tic hay dung: Merge Cells gop 6, Split Cells tich 6, Split Table cit bang
1am hai (Ctrl+Shift+Enter), Distribute Rows va Distribute Columns chia déu, chin ntit
Align cin ndi dung trong 6, Cell Margins dt 1¢ trong 6, Text Direction xoay chit doc
cho nhiing cot hep nhu *Pon vi* hay *Ghi chu*.
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Clicking inside a table reveals the Table Design and Layout tabs. The Layout tab holds nearly
every routine operation: Merge Cells, Split Cells, Split Table to cut one table in two
(Ctrl+Shift+Enter), Distribute Rows and Distribute Columns to equalise sizes, the nine Align
buttons for content within a cell, Cell Margins for padding, and Text Direction to turn text
sideways in narrow columns such as *Unit* or *Remarks*:

Do rong cot dat béng sb trong 6 Width trén thé Layout, chinh xac hon kéo chudt nhiéu.
Khi phai kéo, giit Alt trong ltic kéo thi thudc hién sé do timg cot. AutoFit — AutoFit
Window ép bang vira dung bé ngang ving chit; AutoFit — Fixed Column Width khoa
lai d€ Word théi tu chinh.

Column widths are best set numerically in the Width box on the Layout tab rather than dragged.
When dragging is unavoidable, hold Alt and the ruler shows the measurement of each column.

AutoFit — AutoFit Window makes the table exactly as wide as the text area; AutoFit — Fixed
Column Width locks it so Word stops adjusting on its own.

MEO / TIP — Bang khdi luong vira g6 vao 13 ¢ot tu co gidn, trong rat khé chiu. Vao Table
Properties — Table — Options, bo tick Automatically resize to fit contents. Cot ding yén
& dung bé rong da dit.

In a bill of quantities the columns keep resizing while data is typed, which is distracting. Open Table

Properties — Table — Options and clear Automatically resize to fit contents. The columns then stay
at the width you set.

GHI CHU / NOTE — Thé Table Design c6 san cac kiéu bang. Trudc khi chon kiéu, dé ¥
nhom tick bén trai: Header Row, Total Row, Banded Rows, First Column. Ching quyét
dinh kiéu bang t6 ¢am hay t6 nén vao dau.

The Table Design tab offers ready-made table styles. Before choosing one, check the tick boxes on the

left: Header Row, Total Row, Banded Rows and First Column. They decide which parts of the table
the style emphasises or shades.

7.2. Cach Lip lai dong tiéu dé bang trén moi trang trong Word — Repeating
table header rows on every page
1. Boi den dong tiéu dé. Phai boi tir dong diu tién cia bang; tiéu dé hai tang thi boi ca
hai dong lién nhau.
Select the heading row. The selection must start at the first row of the table; for a two-tier
heading select both rows together.

2. Table Layout — Repeat Header Rows. Cach khac: Table Properties — thé Row
— Repeat as header row at the top of each page.
Table Layout — Repeat Header Rows. The alternative route is Table Properties — Row
tab — Repeat as header row at the top of each page.

3. Kiém bang cach cudn sang trang sau & ché do Print Layout. Dong tiéu dé lap lai chi
hién & Print Layout va khi in, khong hién ¢ ché do Web Layout hay Draft.
Check by scrolling to the next page in Print Layout view. Repeated heading rows appear
only in Print Layout and in print, not in Web Layout or Draft view.
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CANH BAO / WARNING — Lénh nay khong chay trong ba trudng hop: bang dang dat
Text wrapping = Around trong Table Properties (d6i vé None); dong duoc chon khong phai
dong dau bang; bang di bi cit bang Split Table nén phan sau 13 mot bang khac. Kiém muc
dau tién trude, vi nd hay xay ra sau khi ai d6 kéo bang bang chuot.

The command fails in three cases: the table has Text wrapping = Around in Table Properties (set it to
None), the selection does not start at the first row, or the table has been cut with Split Table, so the
lower part is a different table. Check the first case first, because it happens whenever somebody drags
a table with the mouse.

Cung chd dé, thé Row c6 6 Allow row to break across pages. Bo tick thi mot dong co
ndi dung dai khong bi cat dbi qua hai trang. V&i bang khdi luong, mot dong bi cat doi 1a
chd dé doc nham khdi lugng nhét, nén bo tick cho ca bang 1a viéc nén lam ngay khi dyng
bang.

On the same Row tab sits Allow row to break across pages. Clearing it stops a row with long
content from being split over two pages. In a bill of quantities a split row is the easiest place to

misread a quantity, so clearing this box for the whole table is worth doing as soon as the table is
built.

Béng tran ra ngoai le Cach sira

Table runs past the margin Fix

Tdng bé rong cot 16n hon bé ngang ving

chir Layout — AutoFit — AutoFit Window
The column widths add up to more than the text =~ Layout — AutoFit — AutoFit Window

area

Table Properties — Table — Indent from left
=0
Table Properties — Table — Indent from left = 0

Béng bi thut vao tir 1& trai
The table is indented from the left margin

Thu anh theo s6 do, hodc cho anh ra ngoai bang
Resize the picture numerically, or move it out of the
table

Mot 6 chira anh rdng hon cot
A cell holds a picture wider than the column

Néi cot, hodc chén déu cach khong ngit hop 1y

O chtra ma hiéu dai khong c6 dau cach , _
j g Widen the column, or break the code at a sensible

A cell holds a long code with no spaces

point
Béng quéa nhiéu cot cho kho doc Dua bang sang trang ngang, xem muc 7.6
Too many columns for a portrait page Move the table to a landscape page, see section 7.6

7.3. Cong thirc cong trong bang Word va khi nao nén dung Excel — Formulas

in Word tables, and when to use Excel instead

0 trong bang Word c6 dia chi kiéu Excel: cot A, B, C tur trai sang, dong 1, 2, 3 tr trén
xubng. Pit con tré vao 6 tong rdi Table Layout — Formula.

Cells in a Word table carry Excel-style addresses: columns A, B, C from the left and rows 1, 2, 3
from the top. Place the cursor in the total cell, then choose Table Layout — Formula.
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=SUM (ABOVE) cong cac o phia tren / sum the cells above

=SUM (LEF'T) cong cac o ben trai / sum the cells to the left
=PRODUCT (B2, C2) khoi luong nhan don gia / quantity times rate
=AVERAGE (ABOVE) gia tri trung binh / average value

Number format: #,##0.00

CANH BAO / WARNING — Két qua cua Formula 13 mot truong, khong tu tinh lai khi sira
sd trong bang. Stra khéi lugng xong phai chon ca bang rdi nhan F9. Pay 1a nguyén nhén cta
nhitng bang c6 dong tong khong khép véi cac dong chi tiét ma nhin qua khong thay sai & dau.
The result of Formula is a field and does not recalculate when the numbers in the table change. After
editing a quantity, select the whole table and press F9. This is the reason behind tables whose total
does not match the detail rows with no visible error.

GHI CHU / NOTE — Gop 6 lam léch cach Word dém dija chi 6, nén =sUM (ABOVE) trong
bang c6 6 gop thuong cong thiéu hodc cong thira. Bang co 6 gop thi nhap dia chi 6 cu thé thay
vi dung ABOVE va LEFT.

Merged cells distort the way Word counts cell addresses, so =SUM (ABOVE) in a table containing

merged cells often adds up the wrong set. In such tables, list the cell addresses explicitly instead of
using ABOVE and LEFT.

Cong thirc trong Word du cho mot bang tong hop mudi dong ¢ cubi bién ban. Bang khoi
lugng that thi tinh & Excel: can loc theo hang muc, tra don gia, cong theo nhom, kiém tra
lai s6 lidu sau mdi 1an diéu chinh thiét ké. Tinh xong moi dua sang Word theo cach ¢
muc 7.5.

Word formulas are adequate for a ten-row summary at the end of a record. A real bill of
quantities belongs in Excel: it needs filtering by work section, rate lookups, subtotals by group
and rechecking after every design change. Calculate there first, then bring the result into Word
as described in section 7.5.

7.4. Cach chén anh vao Word khong bi nhay — Wrap Text va Anchor —
Stopping pictures from jumping: Wrap Text and Anchor

Anh trong Word c6 hai trang thai khac han nhau. In Line with Text bién anh thanh mot
ky tu khong 16 nam trong dong chii: anh di theo doan, khéng bao gio nhay. Bay kiéu con
lai bién anh thanh déi tuong ndi, co toa dod riéng trén trang va neo vao mot doan. Anh ndi
la thur gdy ra hién tugng thém mot dong chir & trang 12 thi anh ¢ trang 14 chay sang trang
15.

A picture in Word exists in one of two quite different states. In Line with Text turns it into an
oversized character sitting in the line of text: it travels with its paragraph and never jumps. The
other seven settings make it a floating object with its own position on the page, anchored to a
paragraph. Floating pictures are what cause a photo on page 14 to move to page 15 when a line
of text is added on page 12.
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Anh nim thé nao Dung cho
How the picture sits Use for

Wrap Text

Anh hién trudng, ban v& trong
. . Nam trong dong chit nhu mot ky tur &t mi
In Line with Text g. g LY R thuyet minh )
In the text line, like a character Site photographs and drawings
inside a report

Chir chay quanh khung chir nhat
Square bao anh
Text flows around the picture's box

Anh nho dit canh doan mé ta
A small picture beside a paragraph

Anh di tach nén

Chir 6m sat mép hinh .
Images with a transparent

Text follows the shape outline

Tight, Through

background
Chit ¢ trén va dudi, khong co chir 5 R XX
o n g Anh rong gan hét trang
hai bén . .
Top and Bottom Pictures spanning most of the page
Text above and below only, none at .
. width
the sides
Dau *BAN NHAP* chim, khung
. Anh ndm dudi chit i8
Behind Text ram au vien trang
The picture sits under the text A *DRAFT* watermark or a page
border
Anh che 1én chit Ghi cht mili tén chi dan trén anh
In Front of Text , .
The picture covers the text Arrow callouts placed over an image

Mo neo L hién & 18 trai khi nhip vao mot anh ndi va bat Ctrl+Shift+8. N6 chi ding
doan ma anh dang bam vao. Poan dé chay sang trang nao thi anh di theo. Xo4 doan do6 1a
x04 ludn anh, ké ca khi anh dang hién ¢ gitra trang cach d6 mot doan.

The anchor I appears in the left margin when a floating picture is selected and Ctrl+Shifi+8 is

on. It marks the paragraph the picture is attached to. Wherever that paragraph goes, the picture
follows. Deleting that paragraph deletes the picture, even when the picture appears elsewhere on
the page.

1. Nhap vao anh — Layout Options (biéu trgng nho bén phai anh) — See more.
Click the picture — Layout Options (the small icon at its right) — See more.
2. Thé Position, tick Move object with text ¢ anh ludn di cting doan neo.

On the Position tab, tick Move object with text so the picture always travels with its anchor
paragraph.

3. Tick Lock anchor néu mudn anh khong duoc roi khoi trang cta doan neo.
Tick Lock anchor to stop the picture from leaving the page of its anchor paragraph.

4. B tick Allow overlap khi trang c6 nhiéu anh, dé chung khong chong 1én nhau.
Clear Allow overlap on pages with several pictures so they cannot cover one another.
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MEO / TIP — Hb so ndp thi dimg dung anh noi. Dat mdi anh vao mot doan riéng, dé In
Line with Text, cin giita bang Ctrl+E, chén caption ngay dudi, bat Keep with next cho
doan anh. Anh khéng bao gid nhay va khong bao gid lac khéi tén anh, du sau d6 c6 thém bét
bao nhiéu chi.

For documents that will be issued, avoid floating pictures. Put each image in its own paragraph, leave
it In Line with Text, centre it with Ctrl+E, add the caption directly below and switch on Keep with

next for the image paragraph. The picture then never jumps and never loses its caption, however
much text is added later.

GHI CHU / NOTE — Kich thuéc anh dit bang s ¢ nhom Size trén thé Picture Format,
khong kéo goc bang chudt. Ca tp anh hién trudng ciing rong 8 cm thi trang hd so méi déu.
Nut Crop cit ciip; Reset Picture and Size dwa anh vé nguyén gbc khi di chinh hong.

Set picture sizes numerically in the Size group on the Picture Format tab rather than by dragging a
corner. A set of site photographs all 8 cm wide makes the page look ordered. The Crop button trims
the image; Reset Picture and Size restores the original when an adjustment has gone wrong.

7.5. Cach chén ban vé va bang Excel vao thuyét minh cho nét khi in — Placing
drawings and Excel tables into a report so they print sharply

Ban in yéu cau khoang 300 diém anh trén mét inch tai dung kho in. Mot anh dat rong 16
cm, tirc 6,3 inch, can anh goc khoang 1.900 diém anh chiéu ngang. Anh chyp man hinh
ban v& & do phan giai 1.366 diém anh trai ra 16 cm chi con khoang 215 ppi, va chit ghi
kich thudce trén ban vé s€ nhoe khi in.

Print work needs roughly 300 pixels per inch at the printed size. A picture placed 16 cm wide,
that is 6.3 inches, needs a source image about 1,900 pixels across. A screenshot of a drawing

captured at 1,366 pixels and stretched to 16 cm comes out at around 215 ppi, and the dimension
text on the drawing blurs in print.

1. File — Options — Advanced — Image Size and Quality.
File — Options — Advanced — Image Size and Quality.

2. Chon dung tai liéu dang m& & 6 danh sach bén canh tiéu dé nhom.
Select the current document in the list box beside the group heading.

3. Tick Do not compress images in file, va dat Default resolution 1a High fidelity.
Tick Do not compress images in file and set Default resolution to High fidelity.

4. Luu lai. File ning hon, d6i lai ban vé& trong thuyét minh gitt nguyén nét khi in va khi
xuat PDF.

Save the file. It becomes larger, in exchange for drawings that keep their sharpness in print
and in the exported PDF.

MEO / TIP — Ban v& tir AutoCAD nén dua sang dang vector thay vi anh diém: chon dbi
tuong trong AutoCAD, Ctrl+C, sang Word dung Home — Paste — Paste Special —
Picture (Enhanced Metafile). Hinh gilt nét & moi cd phong, dung lugng nhd hon anh chup
man hinh nhiéu 1an.

Drawings from AutoCAD are better brought over as vectors than as bitmaps: select the objects in
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AutoCAD, press Ctrl+C, then in Word use Home — Paste — Paste Special — Picture (Enhanced
Metafile). The image stays sharp at any zoom and takes a fraction of the space of a screenshot.

Puwa bang va biéu do tir Excel sang Word — Bringing tables and charts over from Excel

Kiéu dan

Paste option

Két qua
Result

Khi nao dung

When to use

Keep Source Formatting

Use Destination Styles

Link & Keep Source
Formatting

Picture

Bang Word doc lap, gitr hinh thic
cua Excel

An independent Word table keeping
the Excel look

Béang Word mang style ctia ho so
A Word table taking the document's
styles

Béng ndi vai file Excel, cap nhat
khi ngudn do6i

A table linked to the Excel file,
updating with the source

M0t anh tinh, khong stra dugc
A static image that cannot be edited

S6 liéu da chét, khong sira
nira
Figures that are final

Can bang dong bd vai cac
bang khac

When it must match the other
tables

S6 liéu con bién dong trong
qua trinh soan

Figures still changing during
drafting

Ban gui di, bang trinh bay
phtc tap

Issued copies and complex
layouts

CANH BAO / WARNING — Béng dan theo kiéu Link chi song khi file Excel con nguyén
duong dan. Giri mdi file Word cho chu dau tu 1a bén nhan mé ra gip thong bao khong tim
thiy ngudn, hodc té hon 14 thay s liéu cii. Trude khi phat hanh: File — Info — Edit Links
to Files — Break Link, hoac dan lai béng Picture.
A Link paste survives only while the Excel file stays at the same path. Sending the Word file alone
means the recipient opens it to a missing-source message, or worse, to stale figures. Before issuing:
File — Info — Edit Links to Files — Break Link, or repaste as a Picture.

GHI CHU / NOTE — Biéu d6 d4n kém lya chon Embed Workbook mang theo cé dir liéu
vao file Word: m& & may khac van stra duoc biéu dd, nhung dit liéu gbe di theo tai lidu. Can
nhic khi bang dir liéu c6 don gia ndi bo.
Pasting a chart with an Embed Workbook option carries the data into the Word file: the chart

remains editable on another machine, but the source data travels with the document. Consider this
when the data contains internal rates.
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7.6. Cach chén trang ngang vao gitra tai liéu doc b%mg Section break —

Inserting a landscape page inside a portrait document

Khé gidy, 18, hudng gidy, header, footer va cach danh sé trang déu 1a thudc tinh cta viing
(section), khong phai ciia trang. Mubn mot trang khac kho véi phan con lai thi phai tach
n6 thanh mot ving riéng bang hai diu Section break.

Paper size, margins, orientation, headers, footers and page numbering are all properties of a

section, not of a page. To give one page a different setup from the rest, it must be cut out into its
own section with two Section break marks.

Loai ngit viing Tac dung

Section break type Effect

Vung méi bat dau ¢ trang sau

Next Page
g The new section starts on the next page
. Ving méi bat dau ngay tai chd, ciing tran
Continuous g , gay 1al €ho, cung trang
The new section starts at that point on the same page
Ving méi bat dau o trang chén ké tié
Even Page g , g P
The new section starts on the next even-numbered page
Ving méi bat dau ¢ trang 1¢ ké tiép; dung cho hd so in hai mat
Odd Page The new section starts on the next odd page; used for double-sided

documents

1. Bat Ctrl+Shift+8 dé nhin thay dau ngat trong sudt qua trinh lam.
Switch on Ctrl+Shift+8 so the break marks stay visible throughout.

2. Pit con tro ¢ cudi doan ngay trudc phan s& nam ngang. Layout — Breaks — Next
Page.
Place the cursor at the end of the paragraph just before the landscape content. Layout —
Breaks — Next Page.

3. Pit con tré ¢ cudi phan s& nam ngang, chén tiép mot Next Page nita. Phan & giira hai
dau ngat gio 1a mot ving riéng.
Place the cursor at the end of that content and insert a second Next Page break. The text
between the two breaks is now its own section.

4. Nhap vao bat ky chd nao trong ving giira, roi Layout — Orientation — Landscape.
Chi vung d6 xoay ngang.
Click anywhere inside the middle section, then choose Layout — Orientation — Landscape.
Only that section rotates.

5. Chinh 1¢ riéng cho ving ngang: Layout — Margins — Custom Margins, & 6 Apply
to chon This section.

Set the margins for the landscape section at Layout — Margins — Custom Margins, with
Apply to set to This section.

6. Kiém ¢ View — Multiple Pages: phai thdy dung mot trang ngang nam giita cac trang
doc.
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Check at View — Multiple Pages: exactly one landscape page should sit among the portrait
pages.

CANH BAO / WARNING — Xo4 mdt diu Section break 13 nhap hai ving lam mét, va
phan vin ban phia trén nhan thiét lap trang ctia ving phia duéi. Mot 1an nhan Delete nham c6
thé d6i kho gidy va 18 cua ba chuc trang trudc d6 ma khong co bat ky canh bao nao. Nhin
Ctrl+Z ngay néu thay b6 cuc dot nhién khac.

Deleting a Section break merges the two sections, and the text above takes the page setup of the
section below. One stray Delete can change the paper size and margins of the thirty preceding pages
with no warning at all. Press Ctrl+Z at once if the layout suddenly changes.

7.7. Header, footer va cach danh so trang lai tir 1 & tirng phan — Headers,

footers and restarting page numbers in each part

Mic dinh moi ving dung chung header va footer voi ving trudc nd, nho thiét 1ap Link to
Previous. Mu6n mdi phan ho so c6 dau trang riéng hodc danh sé riéng thi phai cit lién
két do, va cit riéng cho header, riéng cho footer, ¢ tirng vung.

By default every section shares the header and footer of the section before it through the Link to
Previous setting. To give each part of a document its own running head or its own page
numbering, that link must be broken, separately for the header and for the footer, in each
section.

1. Nhap dup vao vung chan trang ctia phan can danh sb lai. Thé Header & Footer hién
ra.
Double-click in the footer area of the part to be renumbered. The Header & Footer tab
appears.

2. Tat nat Link to Previous. Chit *Same as Previous* ¢ mép khung bién mat.

Switch off Link to Previous. The *Same as Previous™ label at the edge of the frame
disappears.

3. Page Number — Format Page Numbers — Start at: 1. Chon Continue from
previous section néu nguoc lai mubn nbi tiép.
Page Number — Format Page Numbers — Start at: 1. Choose Continue from previous
section if the numbering should carry on instead.

4. Trang bia khong danh so: tick Different First Page trén cling thé d6, roi dé trong
header va footer cta trang dau.

To leave the cover page unnumbered, tick Different First Page on the same tab and leave
the first page's header and footer empty.

5. Ho so in hai mit: tick Different Odd & Even Pages d¢ s6 trang nhay ra mép ngoai
cua tirng mat.
For double-sided printing, tick Different Odd & Even Pages so the page number moves to
the outer edge of each side.

GHI CHU / NOTE — Theo quy céch vin ban hanh chinh, s6 trang dat ¢ gitra 18 trén, ¢& chit
13-14, kiéu dung, va khong hién thi ¢ trang thtr nhat. Thiét 1ap Different First Page lam
dung yéu cau cudi cing nay.
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