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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.

Tai li€u nay dugc bién soan boi doi ngii cia website: https://globalmarket.vin
Trang 16



Huéng dan st dung Word cho nguoi lam xay dung / Word for Construction

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.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin

Trang 17



